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Course Outline Checklist
This checklist is a quick reference to help develop/revise each section of your course outline. For more specific instructions or to see examples, please visit the relevant sections linked in the table. If you have questions or would like help with your course outline, please reach out to the CTL.
	Overall Presentation
	Comments

	☐ Overall presentation is clear, well organized, and formatted for accessibility (Postsecondary Course Accessibility Guide).
☐ Course outline is accurate and free of spelling and grammatical errors and meets all Durham College Academic Policies and Procedures.
	

	Governance
	Comments/Changes

	☐ Experiential Learning/Capstone Course: 
☐ Does your course have experiential learning? If yes, ensure the appropriate option is chosen. 
☐ If your course is a final course and is a capstone course, ensure ‘Yes’ is checked off?
☐ Delivery Mode: 
☐ The appropriate delivery mode(s) is chosen for your course.
☐ General Education Elective (if applicable): 
☐ Is your course a GNED and is it noted appropriately?
	

	Course Description
	Comments

	☐ 3-5 sentences and less than 100 words. 
☐ Uses student-centered language.
☐ Highlights relevance to student’s academic and career goals.
☐ Catchy and sparks curiosity.
☐ Aligned with Course Learning Outcomes.
☐ Uses active voice and in present tense.
	

	PLAR
	Comments

	☐ PLAR eligibility is selected (yes/no). 
☐ Assessment(s) required for PLAR are indicated on outline.
☐ Assessment instructions/test are uploaded to Coursedog (Note: These are not visible to students).
☐ PLAR assessment is aligned to course learning outcomes (CLOs) and contains a rubric that demonstrates how the assessment will be graded.
	

	Course Learning Outcomes
	Comments

	☐ 42-hour course: 5-7 CLOs, 56-hour course: 6-8 CLOs are included.
☐ CLOs are aligned to Program Learning Outcomes (PLOs).
☐ Each CLO is one sentence. 
☐ All CLOs highlight skills learners will have at course end (not a task lists).
[bookmark: _Int_wY8LvruO]☐ Each CLO maps to a Bloom’s Taxonomy level that is appropriate for the course/program/credential level.
☐ Each CLO starts with a measurable verb matched to Bloom’s Taxonomy level.
☐ Each CLO is connected to measurable course learning.
☐ If a degree program, CLOs are mapped to the OQF.
	

	Essential Employability Skills (EES) Outcomes
	Comments

	☐ Only EES’s which are partially or fully evaluation are selected. It is recommended that not all 11 EESs are chosen, but rather at least 1 and no more than 4 EESs are chosen. Please refer to your program map or CTL for assistance. 
☐ NOTE:  If changes were made to the EES selections for the course, they should be made in collaboration with the program team to ensure all applicable EESs are covered across the program.
	

	Evaluation Plan
	Comments

	☐ Evaluations were planned with the Backward Design Framework and aligned with the expected course learning.
☐ Wherever possible, assessments are authentic to the course/program/vocation.
☐  principles were considered when choosing assessment strategies.
☐ Each assessment identifies the evaluation type, weighting (%), week(s) due, description, and connected CLOs/EESs.
☐ All CLOs are covered twice in the Evaluation Plan.
☐ Where possible, CLOs are evaluated in more than one way
☐ No single evaluation is worth more than 30% (unless otherwise approved). Example: Scaffolded assignments are distinguished by parts.
☐ Degree program assessments map to the CLOs and OQF requirements.
	

	Evaluation Notes
	Comments

	☐ An appropriate GenAI policy is selected (How to Incorporate Generative AI - CTL)
☐ Evaluation notes are included with relevant content to aid in student understanding/success and aligned with Faculty and program policies (e.g., late submission, missed test). 
	

	Resources
	Comments

	☐ Required texts and costs are included in the course outline. 
☐ Recommended resources and costs are included in the course outline.
NOTE: Where possible, Open Educational Resources (OER) and library resources are utilized to reduce costs for students.
☐ Resources are documented in MLA or APA format (How to Cite - Citation & Research - The Learning Portal at Ontario Colleges Library Services)
	

	Expectations
	Comments

	☐ Additional course, program or Faculty specific policies and expectations are outlined for students.
☐ These outlined expectations have NOT been included in the Evaluation Notes section and do not duplicate those in the Policies and Expectations for the Learning Environment section.
☐ The additional policies DO NOT conflict with existing DC policies (Policies/Procedures).
	

	Learning Plan
	Comments

	☐ All weeks/modules are accounted for in the weekly plan. If using modules, the weeks covered in each module are identified (e.g., Module 3: weeks 2-4).
☐ CLOs are covered in the learning plan and are identified for each week.
☐ Each CLO is covered in at least two weeks of content.
☐ The intended learning objectives/outcomes are included for ALL delivery types.
☐ 3-5 clear and measurable objectives are provided in each week/module.
☐ Required preparation by students is clearly identified in the learning plan.
☐ Active learning strategies and UDL principles are being considered for in class activities.
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