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Resolution :  The E-content Policy made for ODL and OL Programmes is approved

with modifications and recommended to the Management Council for final approval.
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SHIVAJTUNIVERSITY, KOLj ApUR

CENTRE FOR DISTANCE AND ONLINE EpUCATION

E-Content Development Poliev for QDL and OL Mode

Introduction:

As per the guidelines issued by the University Grants Commission (UGC).
development of high-quality e-tutorials is one of the four essential components of online and
distance leamning. These e-tutorials are vital for effective |eamer engagement and academic
delivery in both Open and Distance Learning (ODL) and QOnline Learning (OL) modes.
Shivaji University. Kolhapur through its Centre for Distance and Online Education (CDOE).
is committed to ensuring standardised and quality-driven development of e-tutorials. This
policy outlines a clear framework for planning. development, review. and implementation of

e-tutorials to maintain academic excellence and regulatory compliance.

1. Policy Title:

E- Content Development Policy for ODL and OL Mode

1. Purpose:

To provide a structured and standardised process for the creation, review, and delivery of high-

quality e-content for programmes under ODL and OL modes.

3. Scope:

This policy applies to all faculty members, subject experts, technical staff, course coordinators.

and committees involved in the e-content development process for online and distance

programmes.

Centre for Distance and Online Education
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4. Objectives:

To ensure systematic developmen g timely delivery of e-content

L]
To define roles eSPOnSibiliticee i o
« Todefine roles and responsibilities i, content development and quulitymnmmrmg.
To enable efficient mandgemeng and _ .
o To enable efficient MARSECent and integration of e-content through the Learning
Management System (LMS).
o Tosupporta feedback-based dpproach for continuous improvement.

5. Governance and Oversight:

The overall supervision of escontent development lies with the Dean, Faculty of Commerce
and Management. The actual implementation will be handled by commitlces, course

coordinators, technical teams. and appointed subject experts under the guidance of the Dean.

6. Policy Provisions:
6.1 Appointment of e-content Developers:
« Subject experts will be appointed by a committee chaired by the Dean.
« Appointment letters will include development guidelines, syllabus outlines, and

remuneration details.

6.2 Coordination and Scheduling for Recording:

+  The Course Coordinator will handle scheduling and share necessary information with

experts including technical requirements and preparation materials (e.g., PPTS,
transcripts).
« Experts must be fully prepared for their recording session.

6.3 In-Studio Recording Process:

« Technical support staff and assistants will assist during recording.

« Attendance logs will capture entry and exit times.
s Experts may claim travel allowanccs by submitting TA/DA forms.

Centre for Distance and Online Education
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0.4 Video and Tutorial Management:

* Raw footage will be stored
*  Materfals will be forwand

* Aloghook will track all

and Managed by the echnician,

ad o i i
the editing team along with relevant reference files.
aditing assignments.

0.3 Editing and Post-Production:

The Course Coordinator will provide editing Quidelines gnd deadlines.
Completed edits will be submitted back for reView

0.6 Review and Quality Approval:

* A preliminary review will be done by internal coordinators.
A Review Committee, chaired by the Dean, will conduygt the final review.

Only approved tutorials will move forward for billing and LMS upload.

6.7 LMS Upload:

*  Approved wtorials will be sent to the LMS team for final integration and deployment.

©.8 Feadback and Revision Mechanism:

* Review Committee feedback must be addressed promptly.

* Any required re-recording or revisions will be managed by the Course Coordinator.

6.9 Remote Tutorial Development:

» Expens may opt for remote recordings in special cases.

* These ttorials will go through the same review and approval process.

6.10 Reassignment of Incomplete Tasks:

* If 2n expert withdraws or fails to complete the task, it will be reassigned by the
committee.
* Updated communication and timelines will be issued.

» Follow-up will be conducted to ensure completion.

Centre for Distance and Online Education
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7. Quality Assurance:

; ik : ioal
+  Continuous monitortng Will ensure hat al] e-content meet academic; technical,
and pedagogical standards.

o Content must support learner-centric goals and digital learning best practices.

8. Records and Documentation:

All records including appointment letters, schedules, reviews, feedback, and approvals will

be logged and digitally archived for audit and quality control.

9. Policy Review:

This policy will be reviewed periodically to accommodate changes in technology, pedagogy.

and regulatory guidelines.

10.  Additional Provisions: Copyright, Plagiarism, Usage, and Declarations

10.1 Plagiarism Report Submission

All e-content developers must submit a plagiarism report (using a UGC-recognized plagiarism
checking tool) along with the final version of the content. The acceptable similarity index must

be within the limits prescribed by UGC.

10.2 Declaration of Originality
Every expert or content developer must provide an Undertaking or Self-Declaration

confirming that:
*  The content submitted is original and has not been copied from any other source.
+ The rights of the content are reserved with Shivaji University, Kolhapur.

*  The content will not be reused, reproduced, or shared for personal, commercial, or

academic use outside the university without explicit written permission.

10.3 Copyright in Case of Shared Roles
If the presenter and author of the content are different individuals, a joint copyright
declaration must be obtained from both, assigning the content rights to Shivaji University and

ensuring mutual agreement.

Centre for Distance and Online Education
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104 Content Usage and Sharving Policy

« Alldeveloped content will be hosted exclusively on the univrrsit)"s official LMS or

digital platforms,

» Sharing of e-content through personal websites, social media, or third-party platforms

is strictly prohibited.

« The university reserves the right to use, modify, or archive the content for academic

and regulatory purposes.
10.5 Content Maintenance and Updation

« Course coordinators will oversee periodic reviews of uploaded content to ensure it

remains current and relevant,
« Obsolete or outdated content will be flagged for revision or replacement.
10.6 Uploading and Archiving

« Only content approved by the Review Committee and accompanied by a plagiarism

report and self-declaration shall be uploaded.

« Allsource files, final versions, and relevant documentation shall be securely archived

by the technical team.

11.  FEffective Date:

This policy shall come into effect from the academic year 2025-26.

Centre for Distance and Online Education
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Format of Unit for SIM
M.B.A. Part - 1, II-Distance Mode Course

0. Objective — (After Studying this Unit you will be able to :
L. Understand ..........cooiiiiiiii e
2. Explain.... ..o
3. Find relationship between..................oooiiiiiiiii )
1. Introduction — (Linking previous unit with the one present)

2. Presentation of Subject Matter.

Section — 1
Check your progress - 1. (5-10 objective type question True or

false, fill in the blanks, match ‘a’ with ‘b’ etc.)
Section -2

Check your progress - 2.
Section — 3
Check your progress - 3

3. Summary :

Glossary - (important terms in the Unit along with their brief
meaning)

Answers to Check your progress - (1,2,3.............coiiiiiiiiiii.. )

Exercise - (Long and short type question as would appear in

the examination)
7. Reference for further study - (Written in APA Style)
1.e.
Vohra, D.K., (2004).Success is just 6 steps away.
Mumbai Jaico Publication.
Miller, D.W.& Martir , K.S.(1967).The Structure of Human

Decisions.New Jersey : Prentice Hall, Inc.

Each Unit 45-50 Pages hand written or around 35-40 pages typed — A 4 size paper.
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Ref :SU/CDOE/ 4§¢ «

To,

Dr. Raju Shravasti

Sinhagad College of Commerce, Narhe

Pune.

Date :

20 DEC 2026

Subject: Request to Edit Self Learning Material of Online M.B.A.Part-II, Sem-IV,

Course: Strategic HRM and International
Human Resource Management

Respected Sir/Madam,

perspectives, Unit-1:  Strategic

Greeting from Centre for Distance and Online Education (CDOE), Shivaji University,

Kolhapur.

Through this letter and above mentioned subject it is requesting you to Edit Self Learning

Material of Online M.B.A. Part-II, Sem-IV, Course: Strategic HRM and International perspectives,

Unit-1: Strategic Human Resource Management. We hope you will find some time from your busy

schedule and complete assigned work

Thanking You,

Yours Faithfully.

ol

Dy. Registrar




SHIVAJI UNIVERSITY, KOLHAPUR

CENTRE FOR DISTANCE AND ONLINE EDUCATION
VIDEO -TRANSCRIPT FORMAT

A trans-script is not meant to limit what anyone say on film nor is it meant for one to read
from. A Transcript is a plan for your video. Transcription is the first step toward the creation of
a captioned video. There are numerous automatic transcription tools are available to convert
speech to text, but none of them provide satisfactory results at this time. The transcripts produced
by automatic transcription require extensive edits and corrections. Therefore, transcripts be

typed manually in Microsoft Word.

Benefits of a Transcript
1. It saves a lot of time during filming and post-production.
2. Useful in the captioning process.
3. It may be useful in its own right as a learning tool for students, who can read the text and
search for key words.
4. 1t is a great addition to any instructional video or podcast because they give students

another way to comprehend and interact with the material.



TEMPLATE FOR TRANSCRIPT (3000-3200 WORDS)
(DEVELOPMENT OF E-CONTENT)

Writer: Presenter:
Estimated time: Status:
Version: Revised:
Mob No: Address:
e-mail ID:

FADE IN:

(background music begins)
(shot opens on teacher)

TEACHER
Hi I'm [insert name here] your teacher for
[insert course code/course name and subject name here].
[ insert introduction to content, with learning objectives in terminal end]
(cut to screen cast or insert graphics)

TEACHER
[insert content]
(cut to screen cast or insert graphics)

TEACHER
[insert content learning points in chunks with its descriptions]
(cut to teacher)

[Insert content; Assignments, summary of video]
[say bye]
TITLE SLIDE:
Credits (References)
Music Credits
Image Credits
Content Credits
DETAILS TO BE GIVEN IN THE DESCRIPTION BOX OF THE VIDEO
[Insert Glossary; Questions for Practice etc.]
ADDITIONAL RESOURCES FOR STUDY:
Books
Repositories
Consortiums or other web resources
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