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The goal of this document is to provide you with some concrete suggestions to make your course outlines, and subsequent courses, more equitable and inclusive. We are calling it a “Course Outline EDI Checklist” because we believe that an equitable and inclusive course begins in the planning phase, when you are building your course outline. However, you will notice that many of the suggestions extend beyond the course outline itself, and refer to practices that will take place during class time. 
We suggest the following steps for using this resource:
1. Read through the document to familiarize yourself with the general EDI considerations and to give yourself some ideas before actually beginning to design or update your course outline.
2. Go through the checklist a second time, pausing at each suggestion to ask yourself: do you do this? Is it clearly indicated in the course outline? If not, can you make those revisions? Use the notes column to jot down any challenges, questions, or hesitancies you have. If you read through the checklist and do everything listed, great! Keep up the good work!
3. If you’d like to discuss your course outline, any of the suggestions, or any questions or challenges you had while going through the checklist, reach out to TLS.mgmt@mcgill.ca to schedule a time to discuss. 
4. You may also opt to meet with Tatiana, EDI Associate, to discuss your course outline or course in general. 
5. Check out other EDI-related workshops and resources at the Equity Office to continue learning.
Feeling overwhelmed? It’s okay, you can start by identifying one or two items to improve, change, or revise and focus on those. Any change will be better than nothing at all. 

What is Equity, Diversity, and Inclusion?
The objective of this document is to allow instructors to improve equity and inclusion in the context of their courses, starting with what to include in their course outlines. However, a common understanding of the concepts of equity, diversity, and inclusion is needed as a basis to better understand this tool. We took the definitions included in McGill’s Strategic EDI plan to foster a common understanding of these terms. 
· Equity, unlike the notion of equality, is not about sameness of treatment. It denotes fairness and justice in process and in results. Equitable outcomes often require differential treatment and resource redistribution to achieve a level playing field among all individuals and communities. This requires recognizing and addressing barriers to opportunities for all to thrive in our University environment. In the context of this tool, thriving for equity involves considering how certain details about the design and delivery of our courses can create barriers to achieving success. 
· Inclusion refers to the notion of belonging, feeling welcome and valued, having a sense of citizenship. It also speaks to a capacity to engage and succeed in a given institution, program, or setting. Inclusion calls for recognizing, reducing, and removing barriers to participation created by social disadvantage or oppression, and can result in the reimagination of an institution, program, or setting. Therefore, in the context of this tool, we are aiming to design courses that create an environment in which all students feel a sense of belonging, feel valued, and feel comfortable to fully participate in the course. Such an environment would acknowledge and welcome different student identities and diverse understandings of knowledge. 
· Diversity describes the presence of difference within any collection of people. In discussions of social equity, diversity addresses differences in social group membership related, for example, to race, Indigenous identity, class, gender identity or expression, sexuality, disability, ethnicity, and religion. Discussions about diversity linked to access and equity require knowledge and understanding of historical and contemporary experiences of oppression and exclusion.
Checklist
	Recommendation
	Consideration—rationale behind the recommendation
	Notes for changes

	Learning Outcomes

	Learning outcomes are clear and communicated on syllabus
	Equity Considerations: This helps guide expectations for the course. These learning outcomes will be what you ultimately assess your students on, so having explicit outcomes will enable you to directly assess the stated outcomes. It will also help limit biases and subjectivity when developing grading criteria for those assessments and when doing the actual grading.
	

	There are no “hidden” learning outcomes (e.g. “presentation skills” will be assessed, but are not listed among learning outcomes) 
	Equity considerations: All students don’t all start with the same levels of comfort towards certain types of skills required from them to succeed in the class (e.g. presentation skills, oral and written English communication, etc.) Therefore, it is important they are explicitly made aware from the start that they will need to develop and utilize those skills. 
	

	Previous knowledge and skills required to meet learning outcomes are clearly communicated on syllabus.
	Equity considerations: We can’t assume with certainty that all students already have this previous knowledge or skills. By explicitly stating it on the syllabus, students can see if they are lacking some required knowledge and skills and reach out to get more support in this regard.  
	

	Communications

	Include information about how to reach you and expectations around how quickly you will respond (e.g. “expect a response within 48 hours; if you do not receive a response by then, resend email”) 
	Equity considerations: Not all students are aware that it is okay to follow-up with instructors if there is no answer. Not all are aware of communication norms. Inclusion consideration: if you gave a 48h expected delay and a student doesn’t hear from you in 24h, they won’t think it’s because you are dismissing them, or think they aren’t important. 
	

	Office hours are clearly listed. Include information about what a student should do if they cannot attend your office hours (e.g. schedule another time to meet, meet remotely, attend another instructor’s office hours).  
	Equity considerations: Not all students are aware that they are allowed to reschedule or book another time with you outside office hours, and therefore wouldn’t necessarily ask for it even if they really need it. 
	

	Consider including or speaking about what can be discussed in office hours and why students may attend them. 
	Equity considerations: Not all students are aware of how to effectively use office hours, therefore may not use them, which can greatly impact their success and grades in your course. 
	

	Communicate important course information in written format (myCourses and/or email), even if you make an announcement in class. 
	Equity considerations: for various valid reasons (personal, family obligations, professional obligations), students may need to miss a class and would be penalized should they miss the class in which you communicated important information. This can put them at a disadvantage in your course. 
	

	Course Format

	For online courses, include expectations around camera use, breakout rooms, asking questions. 
	Equity considerations: not all students come in with the same levels of experiences with online courses and may not know what the norms/expectations are. Inclusion considerations: online expectations such as these can also vary from one instructor to another. Students knowing ahead of time that they will need to interact with others will encourage them to get ready accordingly and will make it more likely for them to have their cameras on and be ready to participate, which all fosters a greater inclusivity (they feel they can contribute more and are valued). 
	

	Clarify what counts as “participation” and how to participate meaningfully. 
	Equity considerations: not all students have the same understanding of what counts, therefore those who do not have the same implicit understanding as you (the instructor), risk being put at a disadvantage. 
	

	Include multiple means of participation (e.g. speaking in class, asking questions, written discussion posts). 
	Equity considerations: for various valid reasons, not all students are able and comfortable to participate by raising their hands and speaking in class. Therefore, it puts them at a disadvantage if we do not offer alternate means of participation. 
Inclusion considerations: if the students only have one method of participating and it isn’t one they are comfortable with, they won’t feel able to fully contribute to their potential and in turn be valued for what they can bring to the class. You would miss out on many valuable contributions and opportunities to include every voice in the class. 
	

	Specify whether there will be required activities outside of specified course hours and aim to limit such activities to only those that are completely necessary. 
	Equity considerations: for various valid reasons, some students may have responsibilities outside class time that can be difficult to move or have negative repercussions on them (e.g. loss of income, trouble with work, no one to take care of their family, etc.). They need to be made aware of it ahead of time, in the course outline, to avoid them being penalized for the extra responsibilities they have that other students don’t have. 
	

	Materials

	Specify any cost of materials; consider assigning material that does not include a cost.

	Equity consideration: some students may have financial constraints and obligations making it difficult for them to pay for school materials such as expensive textbooks. In many cases this may even result in them not purchasing the textbook at all and working at a disadvantage the entire semester, not because ‘’they don’t care’’ but simply because they cannot afford it. The McGill online library has plenty of materials accessible for free with their McGill credentials.
	NB You may want to be in touch with the librarians for our Faculty to discuss ways the library can help mitigate costs for students.

	Show students how to use the library to access materials (consider bringing in a librarian for a demo).
	Equity considerations: again, not all students know how to use these resources and not having access to proper academic materials for their various research and assignments may have a big impact on their grades and overall success in your course. 
	

	Create space for students to share their experiences with respect to course materials. For example, if students encounter offensive or outdated content in a reading, it is important to provide a channel where students can flag such content. 
	Inclusion consideration: we want every student to feel safe and comfortable throughout their experience in the classroom. What might be considered offensive or outdated can be hard to detect since we cannot know the experiences of every identity. Therefore, instructors should create feedback opportunities for students to let them know of any harmful content in the course material.   
	

	Consider content warnings for materials that include discussions of racism, sexism, ableism, homophobia, etc. Be explicit with students about the learning value of such materials. 
	Inclusion and Equity considerations: discussing certain topics that personally touch on some students’ experiences can create a situation in which they are re-living the trauma in class. We want to avoid creating this kind of harmful experience for students, so a content warning may help prevent it. You may also consider an accommodation (e.g. student watches lecture recording instead of attending the session, or meets one on one with the instructor) where appropriate. By adding a warning in your course outline, students can plan for it ahead of time and discuss potential alternatives with you in advance.
	

	Include materials that cover diverse perspectives.
	Inclusion considerations: your students are diverse from one another, your classroom is comprised of various types of diversity, and if you don’t provide materials with diverse perspectives, some students may feel like they don’t identify with any of it, or don’t belong in your classroom. Inclusion is about welcoming and valuing diverse perspectives, so by doing so yourself through the material, you are also leading by example in showing them what inclusion is. 
Diversity consideration: knowledge is by and large created and contextual, so by providing diverse perspectives, you are expanding the knowledge your students have access to in your course.
	

	Include materials from people who represent a diverse array of identities. 
	Inclusion considerations: Same explanation as above. Your students represent a diversity of identities. Therefore, by including materials from a diversity of identities, you are increasing the likelihood that each student will feel represented in some way in your class. Representation is crucial for students to feel like they belong in your class or in your field of study. 
	

	Assessment

	Specify any late work policies clearly. Consider why you might or might not allow late work. 
	Equity inclusion: some students may have more responsibilities/burden outside of school which can make it more difficult for them to respect the deadlines. Having an explicit late policy written in the course outline from the start may ease the additional stress some students may have. Another consideration is that not all students know or feel comfortable asking for extensions. Therefore, only giving extensions on an “as needed” basis when students ask for them may create equity issues. 
Tip: when receiving individual requests for extensions, consider granting an extension to the entire class. 
	

	Include multiple types of assessment (e.g. not all multiple choice question exams).
	Equity considerations: students have various strengths and weaknesses when it comes to assessments. Some do better in exams, some do better in written assignments, some prefer multiple-choice questions, others rather excel in written answers, etc. By providing multiple types of assessments, instructors can help every student to have their chance to “shine”. This can have a considerable impact on their grade, their GPA, and all that is impacted by that. 
	

	Make sure anything that is assessed is taught in some capacity (e.g. if assessing writing, provide examples or instruction on what constitutes “good writing”).
	Equity considerations: if a certain skill is assessed without having been taught in the class, then all students not previously familiar with it are starting at a disadvantage regarding their grade. For example, if the quality of the writing (English) is assessed, then all students for whom English is not their first language are starting at a disadvantage, when the learning objectives of your course have potentially nothing to do with English proficiency. 
Tip: offer a linguistic review before the final submission of any written assignment. 
	

	Make sure there are opportunities for students to receive feedback during the semester.
	Equity & inclusion consideration: feedback during the semester is the only way students can understand their mistakes, and to learn and improve. Only receiving bad grades without any feedback throughout the semester can cause students to be discouraged and not feel considered or cared for by their instructor. Not all students are comfortable being vocal and asking for feedback when receiving a bad grade. Hence, if no feedback is provided systematically to all students, it can create inequity as only a few will go to the instructor and get useful feedback helping them improve, learn more, and ultimately get a better chance at a better grade.   
	

	All assessed materials should have explicit criteria (e.g. a rubric). 
	Equity consideration: This will help students know what to focus on, and how to best demonstrate their knowledge, and how to make sense of the grades and feedback they receive. Furthermore, many unconscious biases can creep in the grading process, based on the instructors’ knowledge of each student. We all want to believe that we are impartial and unbiased, but everyone has unconscious biases. Many concrete strategies can be put in place to limit biases during the grading process (I.e., hiding the names, etc.), but the best way to grade as objectively as possible and leave less room to biases is to have a detailed rubric with observable grading criteria that leave no room for subjectivity. 
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