PUBLISHING CHECKLIST FOR UNIT CONVENERS
	Teaching Site: Unit name, number and site URL
	YES/NO

	Copyright:  I confirm that the Copyright requirements of the University have been met.
	 

	Accessibility: I confirm that the Accessibility requirements of the University have been met.
	 

	Unit Outline:
·         Assessment details and dates in the teaching site are consistent with the Unit Outline.
·         The correct unit outline for the teaching period is available for students to access.
	 

	Student Experience

	Staff Roles:
·         My role in this site is Unit Convener.
·         Other staff have been added to the site as Teacher, through the People link in the navigation menu.
	 

	(Home Page): The default Home Page is the Syllabus page.  Placeholder text has been updated to include:
·         A general welcome to the unit.
·         Expectations/how to complete the unit, and/or a link to that information elsewhere.
	 

	Teaching Team page: This page has been included in my site automatically. I confirm that it has been published and placeholder text has been updated to include:
·         Information about the unit convener.
·         How, when and where students can contact teaching staff.
	 

	Site Navigation: The default site navigation has not been altered from the following: Home/Syllabus/Announcements/Modules/Discussions/Chat/Pages/Assignments/ Quizzes/Grades (or Marks)/ePortfolio/Lecture Recordings/Reading List/Office 365/Collaborations/Virtual Room/ Studiosity Online Study Help/Library Resources/People
	 

	Reading list
·         A reading list has been created using the reading list tool. ie readings are not uploaded directly into the site as files.
·         The reading list has been published and sent to the Library for processing of items requiring clearance in copyright.
	 

	Text Matching
·         Text matching has been enabled on all weighted, text-based assessment items.
·         A draft submission box has been created to enable students to receive their text-matching reports.
	 

	Assessments
·         A due date and an Until date has been set for each weighted assessment item.
·         Unweighted assessments do not contribute to the final grade.
	 

	Quizzes
·         Settings have been checked and meet requirements as per the unit outline.
·         Question banks and quizzes have been tested to ensure they work as expected.
·         The quiz is published, or a date is set for when it will be made available to students, or both.
	 

	Grades: Grades/Marks are set up correctly in the gradebook:
·         All assessment items have a column.
·         All assessment items are muted.
·         Weighted Assignment Groups are configured correctly (if required).
·         There are no superfluous Assignment Groups.
·         Assignment Group names are meaningful.
	 

	Lecture recordings
·         The Lecture Recordings tool has been linked to the correct section.
 
	 

	Student view:
1.       All links have been validated using the Link validator. (go to ‘Settings’ and select ‘Validate Links in Content’).
2.       All resources can be viewed using the student view. (except for the external tools Lecture Recordings, Mahara e-Portfolios, Reading Lists & Office 365).
3.       Uploaded files open correctly.
4.       Audio and video files play correctly.
·         All resources and content have been published.
	 

	
I understand that any changes made to the teaching site after the site has been published must meet the requirements of the Publishing Checklist.
 
	 



PUBLISHING CHECKLIST FOR UNIT MODERATORS/FACULTY PUBLISHERS
	Confirm
	YES/NO

	I have reviewed this site and the unit convener's comments, and I am satisfied that the unit convener has met the requirements of the University's Publishing procedures.
	 



