


G U J A R A T U N I V E R S I T Y 

UGC- Human Resource Development Centre 
(Earlier Known as UGC Academic Staff College) 

School of Social Sciences Building, Gujarat University  Campus, Navrangpura, 
Ahmedabad - 380 009, Gujarat (INDIA) www.hrdcgujarat.ac.in 

 
                                                                                                                          Date: 27/08/20 
To, 
Dr. Divya Sharma, 
Professor 
IITE,Gandhinagar 
 
Subject: Invitation to contribute as a resource person in UGC sponsored Online Refresher Course 
   planned by UGC-HRDC, Gujarat University, Ahmedabad 
  
Esteemed Madam, 
  
I am glad to invite you to be a part of a historical initiative of UGC HRDC of Gujarat University. We 
are planning to develop E-content for the Refresher Course in Education. It will be used by HRDC for 
its various courses.     
  
We are pleased to invite you as one of the resource persons for the same. The following topic/s is/are 
allocated to you as per your confirmation: 
 

❖ Topic: Curriculum Design and Content Development 

 Medium of instruction: Hindi/English 
 
You are requested to study the guidelines for E-content attached with this email. 
You have to upload the videos, e-text files (PPT/Word/PDF/Graphics/Charts etc), assignment and 
some MCQs with Answer key and your bio-data in the Google drive and share it with the following 
email id 
Email id:  rcte@hrdcgujarat.ac.in  
 
Please submit your videos on or before 1st  September 2020. 
 
Kindly confirm the acceptance of the invitation. 
  
We together will make a difference. 
  
Thanking You, 
 
 
Coordinator, Online Refresher Course in Education 
Dr.Viral B.Jadav 
Associate Professor, 
IITE,Gandhinagar 
Mo.9033229855 

http://www.hrdcgujarat.ac.in/


UGC-Human Resource Development Centre, Gujarat University  

Standard Operating Procedure (SOP) of 

 Refresher Course 
1. Watch the video and follow the instructions ______________ 

2. This is Online Refresher Course. It will be delivered in a blend of MOOC (Recorded video) and 

live video session. 

3. You are required to join google classroom to attend the course. 

4. Kindly go through Google Classroom introductory information on Google website. Google 

Classroom App is also available on Play Store and App Store (Kindly Download it) 

5. Stream section is available in your Google classroom, for announcement, update discussion, 

comments and inputs. 

6. WhatsApp group is also created for announcement, update, discussion, comments and 

inputs. 

7. After successful admission you will enter google classroom. You will see day wise video, 

reading materials, Assignments/ Activity / Project/survey/ Prestation/ Seminars / MCQ 

tests/Quizzes/others. HRDC will conduct Refresher Course. You need to complete whole 

course of 72 Hours. There will be 48 sessions of one and half hours each. 

8. If have any problem or query you may email it to online@hrdcgujarat.ac.in. 

9. You can copy the URL of the video/es to watch them later at your convenience  

10. You can download the reading materials to read later at your convenience.  

11. You have to complete given activity/assignment and quiz/MCQ test on particular unit in 

given time. 

12. Generally, a time limit of 3 days is given to complete any task/assignment/quiz/MCQ that 

means you have to complete the given task/assignment/quiz/MCQ in maximum 3 days. 

13. You need to complete the activity/task/assignments as per given instructions. It may be an 

individual/ peer/ pair/ group work activity/task/assignment. 

14. The final result will be based on formative, continuous, summative and term end evaluation 

and testing system. 

15. Submission:  

a. Book review of book published not before 10 years. (Minimum 500 to maximum 1500 

words in English/Gujarati-shruti font/Hindi-Mangal font) MS-WORD, A4 size, Font: 

English=Times New Roman, Gujarati = Shruti and Hindi = Mangal. The font should be 

of 12-point size for the main text and 14-point size for the title. 

b. Research Proposal/Project/ Activity/Survey 

c. Seminars/participant presentation* (Each participant will prepare a PPT on given 

topic and record his/her video presentation on the same topic. It should be of 10 to 

15 minutes video and 5 to 10 PPT slides.)   

d. Course Feedback in given form. 

e. Course feedback Video of 5 to 10 minutes. 

f. Resource Persons’ Feedback in given form. 

16. There will be a term end online examination. 

 

17. Marking Scheme 

The total marks are 100. It is distributed in the following manner: 

25  Holistic response  

15   Seminars/participant presentation 

       20   Continues Assignments/ Activity / Project/survey/others  

10   Micro-teaching on a given topic/ Participation 

30   Term end Multiple-choice objective tests  



               The grading system:  

A+: 85 % and above  

A: 70 % to less than or equal to 84 %  

B: 60 % to less than or equal to 69 % 

C: 50 % to less than or equal to 59 % 

 F: Below 49 %  

Those teacher participants who get F grades are required to repeat the programme after a gap of 

one year without financial commitment to UGC-HRDC.  

 

*Guidelines for Video Recording of Presentation: 

Please follow the following guidelines while recording your video presentation: 

Duration: 10 to 15 minutes video of your presentation. 

Opening: Your video should open like 

“I am Dr Jagdish Joshi (your name), Professor and Director of UGC HRDC 

Gujarat University (your designation and institute). I am a participant of 

......................(name of the course like Online UGC Gurudakshta One) 

organised from....... (starting date) to .............. (ending date) by UGC 

Human Resource Development Centre of Gujarat University, Ahmedabad” 

 

I am going to deliver my presentation on .............. (your topic) 

Main Part: Your video presentation topic with all the subtopics 

 

Ending: I .......... (your name) thank UGC Human Resource Development Centre of 

Gujarat University, Ahmedabad for providing me an opportunity to join 

............ (name of the course). 

 

Note: Above are the broad suggestions. You may make changes to make it better. 

1. Video may be in English or Hindi 

2. Mobile video resolution (Frame Size) should be 1920x1080 (16:9) / 1280x720 (16:9) 

3. MP4 Video format is desirable. 

4. Mobile Should be kept horizontal while recording 

5. You may record using your laptop or any other recording device 

6. You may choose zoom/MSTeam/Google Meet/ or any other video recording 

application you are comfortable in. 

7. You should show your ppt in between while recording your video. If you use any of the 



video conferencing tools, it will help you to share your screen/ppt along with your 

video. 

8. You may add some animation/pictures or graphics in the video. You must not add some 

other video in your presentation. 

9. You must wear formal clothes. 

10. You Background should be attractive/books/files/poster/curtain or clean/plain 

Background is expected 

11. The video should be focussed (Clean) on you, not blurred 

12. There should be proper light on your face 

13. It should be recorded in a quite/soundproof room. No extra noise/sound other than your 

voice is expected 

14. You must watch your video after recording. If needed, you may re-record it. You may 

take the help of some professional to make it better. 

15. You may edit the video before uploading. There are many easy and free editing software 

available. Give it a try. You may take the help of someone who is good in editing. 

16. You can submit it once only. 

17. Please save your video file as P_yourlastname&firstname_shortened 

Coursename_8_2020 like P_JoshiJagdish_GD1_8_2020 

 



 

 

G U J A R A T U N I V E R S I T Y 

UGC- Human Resource Development Centre 
(Earlier Known as UGC Academic Staff College) 

School of Social Sciences Building, Gujarat University  Campus, Navrangpura, 
Ahmedabad - 380 009, Gujarat (INDIA) www.hrdcgujarat.ac.in 

____________________________________________________________________________________________ 
                                                                                                                          Date: 17/08/20 

Guidelines for E-content/ Online Lecture 

 I would like to suggest the following to make your session and our course more meaningful, 
qualitative, impressive, useful and effective:  

1. You are requested to deliver your session of 60 to 90 minutes online. It may be in two or three 
parts like three sessions of 20 to 30 minutes each or two sessions of 30 to 45 minutes each.  

2. You are requested to record your video using your PC, laptop or tablet for the online session. 
You are requested to record the video of your session/s. You may use Zoom, Google Meet, 
Microsoft Team or any other application, you are comfortable in.   

3. You should follow the following video conferencing etiquette  

a. You should wear formal clothing  
b. You should choose a plain background (wall/curtain) while you are recording, i.e. the 

place behind your chair should be plain  
c. Proper posture (like you should be in the centre of the screen)  
d. You should practice before the actual live session (if required)  
e. You need to speak louder so that live session can record your clear audio, kindly record 

while you have a noise-free environment  
f. Speak at average speed/pace  
g. Kindly give pause of 5 seconds between two topics  
h. Your pronunciation should be clear.  
i. There should not be any external or other voice/noise while recording  
j. You should keep your mobile on silent while recording  
k. No one other than you should be visible while the live session is being recorded  
l. Proper lighting on your face  
m. You should share your PPT/PDF/E-Text/other Tool on your recording screen during the 

recording of your live session  

4. Your video/session should begin with 
1. I (Your name) thank UGC Human Resource Development Centre of Gujarat University 

for giving me an opportunity to connect with you and deliver my session on (Your topic).  
2. You should say that: “I thank Prof Dr Jagdish Joshi, Professor and Director of UGC HRDC 

of Gujarat University. Say one or two lines about our teamwork and performance.   
3. Say something about the HRDC of Gujarat University. You may take any/some of the 

points/information given below: HRDC GU is ranked as 15 in India and number one in 
Gujarat; it is pioneer and created history or benchmarks by organising:  

a. The first of its kind Online Refresher Course in India in the year 2018-19. About 
2500 participants have attended it.  

http://www.hrdcgujarat.ac.in/


 

 

b. The first of its kind Online Annual Refresher Program in English Language 
Teaching (ARPIT) with record break 9000 participants in the year 2019-20  

c. The first ever Online Short-Term Course on E-Content Development during 
lockdown and unlock 1. More than 100 courses with about 4000 participants 
have successfully completed. The participants are from across the country.  

d. The first Online Professional Development Program for the Administrative Staff 
of Universities during lockdown with 105 participants.  

e. The first of its kind Ph D Course work for all the registered Ph D Scholars of 
Gujarat University has been organised since 2016.  

f. The first of its kind Ph D Course work in blended mode (mix of online and offline) 
for all the registered Ph D Scholars of Gujarat University, BKNM University- 
Junagadh, KSKV Katch University-Bhuj is planned from July 2020. 

g. HRDC GU is coordinating the Online E Content Creation Training for all the 
professors of the colleges and universities of Gujarat along with Department of 
Higher Education, Commissionerate of Higher Education and Knowledge 
Consortium of Gujarat in 2020 

h. UGC HRD GU was funded by MHRD under RUSA Grant of Rs. 3.33 Crores. It is one 
of the very few HRDCs which have very fruitfully and successfully organised the 
programs under it. It has collaborated with IIMA, SPIPA, IIT Delhi and Mumbai, 
JNU, Delhi University, The Lal Bahadur Shastri National Academy 
of Administration (LBSNAA)-Mussoorie, Mumbai University, Narsinh Mohanji 
Institute of Management, INFLIBNET, SNDT Mumbai University, St. Xaviar’s 
College-Mumbai, NIEPA, NCERT and UGC etc.   

i. The website of UGC HRDC GU is very dynamic.  
j. The journal of UGC HRDC GU is indexed in Cross Ref and has Digital Object 

Identifies (DOI) 
k. It invites international resource persons 
l. It has MOU with UK and Canadian Universities 
m. It provides consultancy  
n. It is very innovative and established training institute   
o. Video feedback of the participants are collected and kept on the website 

5. The Director and coordinator is going to speak before your session starts. They will introduce 
you and your topic. If possible we will contact you and record some interaction with you.  

6. You may visit the YouTube Chanel : https://www.youtube.com/c/JoshiJagdish 
7. You may visit our website and links of YouTube and other information on it 

https://hrdc.gujaratuniversity.ac.in/home 
8. We are going to follow four Quadrant approach of MOOCs for the course. The session should be 

a mix of e-text, ppt, video lecture, audio, the link of other YouTube video, further resources, 
MCQ, assignment and activity etc.  

9. Along with video recording, you need to submit the following:  

a) video lecture / online session of 60 to 90 minutes  
b) Your bio-note/bio-data. It will be used by us to introduce you. You may give just three 

to four line brief about the topic for our introduction.  
c) e-text: word document, pdf, ppt, graphics, chart, picture, any other type of lecture related 

file, an audio file  
d) link of other YouTube video, further resources, Open Educational Resources, MCQ with 

answer key, assignments and activities  

https://www.youtube.com/c/JoshiJagdish
https://hrdc.gujaratuniversity.ac.in/home


 

 

e) You will be required to resolve the questions/queries raised by the participants during 
the course.  

6. You should prepare a writeup/e-text related to your session.  
7. The e-text should have three separate sections:  

a) Section I: Main text of the session (in e-text: word document, pdf, ppt, graphics, chart, 
picture, any other type of lecture related file, audio file)  

b) Section II: Exercises/evaluation mechanism/test/progress check etc. (MCQ with answer 
key, assignments, and activities)  

c) Section III: Resources for further reading (link of other YouTube video, additional 
resources, Link of Open Educational Resources)  

8. The layout of the main text of the session should be like  

a) Front Page  
b) Title of the session  
c) Content/Structure/Index  
d) Learning outcomes/Objectives/You will be able to .../the module is designed to help you 

to  
e) Main text with subtitles as needed  
f) Summing up/Conclusion/Summary  
g) References/Works Cited  

9. The main text of the session should be between 2000 to 3000 words.  
10. You need to prepare a list of resources for further reading. You may include bibliographical 

details of books, research papers, websites, e-books, audio, video, the link of YouTube video, 
Link of Open Educational Resources or the kind of resources you feel useful.  

11. Let’s have a look at the MOOCs Module STRUCTURE:  

a. Quadrant-I - (e-Tutorial): Shall contain Video and Audio Content in an organized form, 
Animation, Simulations, video demonstrations, Virtual Labs, etc., along with the transcription 
of the video.  

2. Quadrant-II - (e-Content): Shall contain self-instructional material, e-Books, 
illustrations, case studies, presentations, Web Resources such as further references, 
Related Links, Open source Content on Internet, Video, Case Studies, books including e-
books, research papers & journals, Anecdotal information, Historical development of the 
subject, Articles, etc.  

3. Quadrant-III - (Assessment): Shall contain problems and solutions, which could be in the 
form of Multiple Choice Questions, Fill in the blanks, Matching Questions, Short Answer 
Questions, Long Answer Questions, Quizzes, Assignments and solutions, Discussion 
forum topics and setting up the FAQs, Clarifications on general misconceptions.  

4. Quadrant-IV - (Discussion Forum): Discussion forum for raising of doubts and clarifying 
them on a near real-time basis by the Course Coordinator or his team.  

I thank you for your contribution to the project of national repute.  














