
Inclusive Course Design Checklist  
This checklist can be used by an instructional designer or faculty member that wants to create inclusive 
course content. It may be adapted to the resources available at your university.  

Before you Build 
Before you begin building your course, it is important to establish an inclusive mindset and develop your 
ability to recognize equity, diversity, and inclusion. 

 Read about the experiences of historically underrepresented students in the classroom and at your 
university 

 Complete Diversity, Inclusion, or Equity training offered by your university or via a third party 
 Talk with colleagues who occupy different social positions than you about the ways they manage these 

dynamics in the classroom 
 Contact your university’s Multicultural Center for guidance and consider participating in trainings/ 

workshops they offer 
 Reflect on your own implicit biases 

Building an Inclusive Course  
Next, build inclusive course content for your course. As you build, please pay special attention to the 
areas below and remember to reflect on your implicit biases: 

 Your Syllabus  
 Include clear expectations and guidelines for student performance 
 Add due dates for all course activities, assessments, and events that are clear and easy to find 
 Direct students to your preferred methods of communication and welcome them to reach out 
 Include any circumstances that might limit your response, such as not responding to questions 

answered in the Syllabus or not responding to email outside normal business hours  
 Course Organization 

 Make sure your course design is consistent by using a modular format 
 Name Assignments, Assessments, and Files consistently so that students know exactly what 

each item is 
 Content  

 Compile readings/materials/images whose authors/participants reflect the diversity of your 
students 

 Diversify how content is delivered (video lectures, written text, audio recordings, etc.). If you 
do deliver content via audio or video, provide closed captions or a transcript 

 Minimize the amount of material delivered in uploaded documents  
 If you use hypothetical situations in your course content, include historically underrepresented 

groups in your examples 
 Activities and Assessments 

 Scaffold your activities and assessments so that students have an opportunity to practice their 
learning before being formally assessed 

 Design activities that allow students to gather their thoughts before responding 
 Create different ways of assessing students 
 Integrate opportunities for students to apply their learning to communities/ topics that 

interest them  
 Create opportunities for anonymous participation 



 

Teaching an Inclusive Course  
Inclusive course design continues when students begin interacting with you in the course. Please make 
sure you create a welcoming and inclusive classroom environment.  

 Introduce yourself to students and include your pronouns, teaching philosophy, a personal photo, a 
summary of your past teaching/life experience, or any other personal information you feel 
comfortable sharing  

 Invite students to introduce themselves and share their pronouns  
 Do not assume what a student’s pronouns are based on their name or appearance 
 Use student’s chosen name if they no longer go by their legal name 
 If you make a mistake with someone’s name or pronouns, correct it. Kindly correct other students 

who use incorrect pronouns or names to refer to their classmates 
 Participate in class discussions 
 Acknowledge your areas of limited perspective and apologize if you become aware that you 

overlooked the experience of a student or a community of people 
 Share with students when you are having a difficult time  
 Listen when students share that they are having a difficult time 
 Reflect on your implicit biases  
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