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Course ID/Name: Reviewer: 

Instructor:  Review Date:  

This checklist is used to ensure our course content is compliant with expectations of the Higher Learning 
Commission and the State Authorized Reciprocity Agreement.  Red text indicates non-negotiable items that 
must appear in the course prior to launch. Blue text indicates items that are evaluated after the course starts or 
during an end-of-semester review. 
 

Course Design 

Goals & Objectives, Expectations, and University Values Comments 

Course outcomes are easily located.   

Course outcomes are clearly written and measurable.    

Course expectations and protocols are clearly and 
concisely communicated.  

  

The course grading scale and point/percentage breakdown 
are clearly stated. 

  

Contact information for the instructor is easy to find and 
includes multiple forms of communication (e.g., email, 
phone, chat, etc.).  

  

The instructor has clearly stated his/her typical response 
time for emails and assignments, as well as how 
assignment feedback will be provided.  

  

The institution’s/program’s Mission and Values are easily 
located within the course. 

X  

Content Presentation Comments 

Content is organized into manageable segments. X  

Supplemental learning resources (e.g., including University 
Resources and relevant/timely articles) are provided.  

  

Navigation is consistent within the course (e.g., modules 
are always used for each week/unit). 

X  

Content is presented using appropriate tools (e.g., those 
available in the LMS, content modules, single pages, links 
to external resources, print material).  

  

The course is enhanced with visual and auditory elements 
(e.g., YouTube videos). 

  

Learner Engagement Comments 

The instructional methods are presented in the course (e.g.   



 

 

in the syllabus). 

Course design includes guidance for learners in using 
content materials and technology (e.g., a course tour, links 
to how to articles, specific requirements for acceptable 
discussion board posts and responses).  

X  

Interaction and Collaboration 

Student-to-Student Communication Strategies Comments 

Appropriate student communication activities (e.g., 
discussion boards, email, chat, Google docs) are included 
to reinforce the desired learning outcomes.  

  

Interaction activities integrate the presence of the instructor 
and/or peers. 

  

Development of Learning Community Comments 

Communication activities are purposely designed to help 
build a sense of community among learners and the 
instructor.  

  

Collaboration activities (if included) reinforce course 
content and learning outcomes, while building 
workplace-useful skills (e.g., teamwork, cooperation, 
negotiation, and consensus-building).  

  

The instructor's self-introduction is present and thorough, 
and the instructor has provided multiple ways to 
communicate with him/her.  

  

Interaction Logistics Comments 

Guidelines explaining required levels of participation (e.g., 
quantity of interactions) are provided. 

  

Expectations regarding the quality and depth of 
communications (e.g., what constitutes a “good” answer) 
are clearly defined.  

  

A rubric or equivalent evaluation document for participation 
is included.  

  

The instructor actively participates in communication 
activities and/or provides substantive feedback, reminders, 
updates and special announcements to students.  

  

Course Assessments 

Expectations Comments 

Assessments align with the course content and course 
outcomes. 

  

Learners are directed to the lecture objective(s) for each   

2 
 



 

assessment  

Rubrics or descriptive criteria for desired outcomes are 
provided (models of “good work” may be shown, for 
example).  

  

Assessment Design Comments 

Assessments are designed to develop professional and/or 
academic skills to facilitate transfer beyond the course. 

  

Assessment activities occur frequently throughout the 
duration of the course and are appropriately paced within 
the course content.  

  

Multiple types of assessments are used (e.g., research 
project, objective tests, discussions, blogs, reflections, 
etc.). 

  

Learner Support 

Orientation to Course and LMS Comments 

Clearly labeled links to tutorial materials that explain how to 
navigate the LMS and the specific course are included 
(e.g. link to LMS Help). 

X  

Tutorial materials support multiple learning modalities - 
auditory, visual, and text-based. 

X  

Course/Institutional Policies & Support Comments 

Links to institutional policies, materials, services, and forms 
relevant for learner success (e.g., academic integrity 
policies and Student Success and disability services) are 
clearly labeled, are easy to find, and are up-to-date. 

X  

University/instructor policies regarding decorum, behavior, 
and netiquette are easy to find and written clearly to avoid 
confusion. 

  

Technical Accessibility Issues Comments 

Course materials use standard file type (e.g. accessible 
PDF with OCR recognition, Word, PowerPoint) to ensure 
accessibility. 

  

Videos are streamed whenever possible (e.g. YouTube, 
Vimeo) and include closed-captioning or a script. 

  

Large files are identified to help learners consider 
download times (e.g. voice-narrated PowerPoints, 
multimedia files), and alternative (smaller) files are 
provided where appropriate. 

  

Graphics are optimized for web and mobile delivery and 
display without needing extensive scrolling. 
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Accommodations for Disabilities Comments 

Supportive mechanisms allow learners with disabilities to 
participate fully in the course community (e.g. what does 
this mean for the student who is deaf? what does it mean 
for the student who is blind?) 

  

The design and delivery of content integrate alternative 
resources (transcripts, for example) or enable assistive 
processes (voice recognition, for example) for those 
needing accommodation. 

  

Design factors, such as color, text size manipulations, 
audio and video controls, and alt text, reflect universal 
accessibility considerations. 
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