Digital Education Office
Baseline Course Standards Checklist
Course Structure and Navigation
	Item
	Check

	1. These sections of the provided course template remain unchanged to aid consistency of navigation across unit courses
· Welcome
· Unit Information and Resources
· Unit Assessment 
· Assessment, Submission and Feedback folder (hidden)
· Learning materials organised in weekly or topic sections, in line with the agreed faculty structure
	☐
	2. All content is placed within the templated sections (ie learning modules and folders) and not at the top level of the unit course.  

	☐
	3. Written instructions or a short video ‘unit tour’ are included in the course, explaining how it is organised and how students are expected to engage with it. 

	☐
	4. Images which visually represent the content are used for all learning modules.

	☐
	5. All sections with learning materials maintain a consistent structure and order, whether they are organised in weeks or topics.

	☐
	6. Clear and descriptive titles (eg, “Week 1 Social Psychology slides”) are used for all content (including learning modules, folders, documents, attachments, lecture recordings), so that students can easily find them using search. 

	☐
	7. Descriptions are used to guide students through the content and help them in finding the relevant information without having to click on each section. 

	☐
	8. Course links are used to cross-reference resources and materials where possible. Where that is not possible, the precise location of the content is provided (eg, “This can be found in the ‘Additional Help’ folder in the ‘Unit Information and Resources’ section”).

	☐
	9. Title, heading and sub-heading text styles are used in the text editor to structure documents.

	☐
	10. Resource lists are organised into topics/weeks corresponding to the course structure. 

	☐


Course Contents and Materials
	Item
	Check

	Within the ‘Unit Information and Resources’ section, students should be able to find:


	1. Written instructions or a short ‘unit tour’ video explaining how the course is organised and how you expect students to engage with it.

	☐
	2. Information about teaching staff - their roles, contact details, availability, expected response times and how to arrange a meeting (in-person or online).

	☐
	3. Unit aims and learning outcomes, written in a clear and simple way, and aligned with information provided in the Unit Catalogue.

	☐
	4. A week-by-week schedule of all activities on a unit.

	☐
	5. Links to relevant programme/school information (eg, handbooks).

	☐
	6. A link to the unit’s Talis Resource List.

	☐
	7. A link to the unit’s Re/Play Collection.

	☐
	8. The ‘Help for Students’ guide with links to support resources and services, provided in the template. 

	☐
	Sections containing learning materials should include: 

	

	9. An overview outlining the section focus, content and activities, ideally broken down into steps. 

	☐
	10. All materials relevant to a teaching session such as slides, handouts, lecture notes and preparation tasks, uploaded at least 48 hours before the session takes place.

	☐
	11. Embedded or linked Re/Play recordings and Talis resources relevant to the week or topic.

	☐





Assessment and Feedback 
	Item
	Check

	1. Students are provided with comprehensive assessment briefs, which include due dates, marking criteria and explicit expectations on the use of AI tools (see the assessment brief template in the Unit Assessment section of your course and refer to the faculty assessment guidelines). 

	☐
	2. The Unit Assessment section includes clear instructions on how to submit assessments, and access marks and feedback (instructions for standard submission types are provided in all course templates, but additional details may be needed if a different submission type is used).

	☐
	3. Submission points are clearly named, configured with or by the school admin team, and are available to students in the Unit Assessment section. 

	☐
	4. Students have an opportunity to familiarise themselves with assessment submission processes in advance (eg practice submission points, mock tests).

	☐
	5. Students are provided with information on assessment support and who to contact if they have difficulties submitting assignments. 

	☐
	6. Where multiple submission points exist, groups and release conditions are used so that students can only see the submission points relevant to them. 

	☐
	7. Students are notified when their marks and feedback are available, and they are directed to instructions on how to access these.

	☐










Communication and Interaction
	Item
	Check

	1. Students are informed what Blackboard communication tools will be used and how (Announcements, Messages, Discussions, Conversations). 

	☐
	2. A copy of each Announcement is sent via e-mail. 

	☐
	3. If Messages are not used, they are removed from the top menu.

	☐
	4. Students have a way of asking questions (eg, using Discussions or Padlet) and are provided with responses in a timely manner. 

	☐
	5. The course includes self-paced activities designed with a clear purpose (eg, reflection questions, knowledge checks, practice tests, case study discussions).

	☐
	6. Students are provided with learning aims and clear guidance for all self-paced activities (what they should do, when and why it is important).  

	☐
	7. Instructors engage with and provide feedback on activities set for students (eg, contribute to online discussions, provide automated feedback on practice test questions).  

	☐
	8. Explicit prompts and exemplars are used to help learners engage with online activities. 

	☐
	9. Students are provided with instructions on how to engage with interactive tools used in the course.

	☐











Accessibility
	Item
	Check

	1. Documents are authored using built-in accessibility checkers (eg, Microsoft Accessibility Checker).

	☐
	2. All accessibility issues spotted by Ally (Blackboard’s accessibility tool) are fixed.

	☐
	3. Groups and release conditions are used where appropriate so that students see only the content relevant to them. 

	☐
	Colour, text formatting and language:

	4. Text is displayed using a consistent sans-serif font (eg Open Sans, which is the default font in Blackboard). 

	☐
	5. Fonts are minimum 12 pts large. 

	☐
	6. The colour contrast of all text and non-decorative graphics is sufficient.

	☐
	7. Colour is not the sole method of conveying important information.

	☐
	8. Title, heading and sub-heading text styles are used in the text editor to structure documents.

	☐
	9. Boldface is used for text emphasis, rather than other styles, and only on key words, not sentences.

	☐
	10. All information and instructions are written using clear, direct, and simple language. 

	☐
	11. Sentences are short and longer paragraphs are divided into smaller sections. 

	☐
	Videos, images and links: 

	12. Where video and audio are used, a transcript, captions or text alternative is provided (Re/Play recordings are automatically captioned). 

	☐
	13. The automatic captions for Re/Play videos are checked for accuracy.

	☐
	14. All images (including the course banner) have alternative text that conveys their meaning or, if they don’t provide additional information, are marked as decorative.

	☐
	15. Hyperlink text describes its contents or destination (rather than ‘Click here’, ‘Link’ or ‘Document’). 

	☐
	Files:

	16. File names are descriptive and readable (eg “Week 1 Slides - Social Psychology”). 

	☐
	17. Course materials use widely accepted formats to ensure usability and compatibility with various devices and assistive technologies (eg, DOCX, PPTX).

	☐
	18. Files can be both downloaded and viewed in the browser (this is the default option for all files uploaded to Blackboard). 

	☐


Final Checks
	Item
	Check

	1. [bookmark: _Int_miIZrYoA]The content complies with University ‘Copyright for teaching’ instructions. 

	☐
	2. The content students need to see is visible to them. 

	☐
	3. The course has been checked using student preview. 

	☐
	4. The ‘Assessment, submission and feedback’ folder has not been deleted, renamed or otherwise modified (this is essential for successful integration between eVision and Blackboard).

	☐
	5. All links work and point to the correct resources.  

	☐
	6. The course has been opened (made available) to students. 

	☐
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