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Checklist: Implementing Assessments in Canvas
[bookmark: _GoBack]Complete only the checklists for the major summative assessment you’ve addressed in the course assessment planner. The checklists will help to ensure your assessment is effectively implemented in Canvas. You may build the assessment in a project/test Canvas course or your official Fall 2020 Canvas course.

Section A: Exams via Quizzes
Ensuring access
All areas of the checklist below must be met. Click inside the box to check them off.
☐ Any video or audio content is necessary to exam question(s)
☐ Any video or audio content is appropriately captioned
☐ Any video and audio content is embedded via Kaltura
☐ Any embedded files are necessary to exam question(s)
☐ If any websites are linked in exam questions, it is necessary content and otherwise impossible to include this material in the exam 
☐ “Display one question at a time” is not selected (unless items build on each other)
☐ The duration of the quiz includes a reasonable amount of time for students to thoughtfully respond to the questions plus additional time for small technical glitches
☐ The availability window of the exam is not overly restrictive (at least 24 hours, ideally 72 hours)
☐ Technical support contact information is provided on the quiz instructions

Discouraging cheating
You may do any or all of the following to decrease the opportunities for cheating on your exam. These actions are ordered in increasing difficultly and likelihood to deter cheating. At minimum, you should take actions 1 and 2.
☐ 1. Randomize the responses for the multiple-choice and other close-ended questions.
☐ 2. Randomize the order the questions are displayed in using a question group.
☐ 3. Have Canvas generate a random set of questions in a random order from a question bank.
☐ 4. Include a few open-ended items by modifying some of your multiple-choice items.
☐ 5. Create new multiple-choice items that are not easily “googled” by using cases and scenarios which require the students to first identify a problem or analyze a situation.

Section B: Projects or papers via Assignments
If this is a group assessment, also complete the checklist in section D.
☐ The complete set of instructions and grading criteria are provided in the Assignment description.
☐ Submission type is set to “Online” and appropriate “Online entry options” are selected.
☐ If the assignment is a paper or essay, Turnitin Plagiarism Review is enabled.
☐ A due date is set and matches information provided in the course syllabus.
☐ If an availability date is set, it is at minimum two weeks prior to the due date.
☐ A rubric or checklist has been added using the Rubric tool in Canvas* 
☐ At least one additional (graded or ungraded) draft assignment has also been created in the Canvas course so that students can receive formative feedback.
*Including a rubric or checklist is preferred, but not required.

Section C: Video presentations or demonstrations via Assignments and Kaltura
If this is a group assessment, also complete the checklist in section D.
☐ The complete set of instructions and grading criteria are provided in the Assignment description.
☐ A technical procedure for creating the media using IU approved technology is provided.
· Direct students to existing guides whenever possible, e.g.,
· Embedding Kaltura Media in Canvas: https://iu.pressbooks.pub/semesterchecklist/chapter/embedding-a-video-in-canvas/
· Recording an individual video with Kaltura: https://iu.pressbooks.pub/semesterchecklist/chapter/recording-an-individual-presentation-with-kaltura-personal-capture/
· Recording a collaborative video with Zoom: https://iu.pressbooks.pub/semesterchecklist/chapter/recording-an-individual-or-group-presentation-with-zoom/
☐ Technical support contact information is provided in the Assignment instructions
☐ Submission type is set to “Online” and “Text Entry” is selected. (This allows students to embed their media directly from Kaltura.)
☐ A due date is set and matches information provided in the course syllabus.
☐ If an availability date is set, it is at minimum two weeks prior to the due date.
☐ A rubric or checklist has been added using the Rubric tool in Canvas* 
☐ At least one additional (graded or ungraded) draft assignment has also been created in the Canvas course so that students have an opportunity to try the required technology and can receive formative feedback.
*Including a rubric or checklist is preferred, but not required.

Section D: Group projects, papers, presentations, and demonstrations
In addition to the checklist in section B or C, the following must be completed for group assessments.
☐ Procedure for creating student groups takes into account students’ schedules and time zones. (Consider using Doodle or When is Good to determine student availability.)
☐ A communication tool for group collaboration is suggested in the Assignment instructions (e.g., Canvas Groups, Canvas Inbox). 
☐ Details for addressing difficulties with group members are articulated in the Assignment instructions.
☐ “This is a group assignment” setting is checked on the Assignment details so that only one group member will need to submit the final document.
☐ An additional (graded or ungraded) assignment or quiz has been created so that students can provide feedback on their group members’ contributions.
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