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Converting a Course to Online  
Checklist 

 
Criteria Check 
A.  Overview and Orientation   

1. Is there an introduction that tells students how the course will work, how to 
navigate the course, and how to get started with the course?  

 

2. Is there a self-introduction by the instructor?   
3. Is there a course syllabus with contact information for the instructor?  

  
B. Organization and Navigation   

1. Is there an overall course schedule that shows main activities and deliverables?  
2. Are there clear instructions describing what learners should do each week/module?   
3. Are content and activities organized logically (by topic, module, week, or type)?   
4. Are there clear instructions for every learning activity or assignment?  
5. Did you include weekly reminders or other ways of keeping students on track for 

the pace of the course? 
 

  
C. Assessment and Feedback   

1. Do students understand how to access the gradebook?  
2. Does the course include formative assessments (shorter opportunities to monitor 

learning over the progression of the course like quizzes, group projects, graded 
discussion posts)? 

 

3. Does the course include summative assessments (opportunities to evaluate the 
summation of the learning at the end of the course)?  

 

4. Are rubrics provided to define assessment criteria, if applicable?   
5. Does the gradebook reflect the expectations in the syllabus, and is the gradebook 

accessible to students?  
 

  
D. Communication and Interaction   

1. Does the course include a way to communicate class news and answer questions?   
2. Do students have frequent opportunities to interact with their instructor and/or 

teaching assistants? 
 

3. Are social expectations for online discussions and other forms of communication 
clearly stated?  

 

  
E. Content   

1. Is there adequate instructor guidance in the learning materials?   
2. Is the instructional content well-aligned with the assessments and the stated 

learning outcomes? 
 

3. If the course includes synchronous sessions, is the instructor able to use the 
technology and have clear video and/or audio communication?  

 

  
F. Accessibility and Usability   

1. Are a variety of instructional materials and assignments used in the course, 
reflecting Universal Design for Learning principles? (http://udlguidelines.cast.org/)  

 

2. Are all video/audio files captioned?   
3. Do images have tags and/or descriptions, with the exception of decorative images?   
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4. Are all documents (PDF, Word, PPT) ADA compliant and accessible via screen 
readers? This includes tables, graphs and math symbols. (“Creating Accessible 
Documents” 8-minute video and PDF of slides available at 
https://mediaspace.illinois.edu/media/1_7je1ycfv.)  

 

5. Is the content easy to comprehend (modules and topics are named appropriately 
and informatively, text pages follow a header structure, etc.)?  

 

  
G. Student Support   

1. Is information about technical support clearly stated?   
2. Are there regular instructor office hours and clear instructions for how to attend?   
3. Is an explanation of the benefits of academic support services and a description of 

how students can access them clearly stated?  
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