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Introduction

Mission Karmayogi, the National Programme for Civil Services

Capacity Building (NPCSCB), has been launched by the

Government of India to develop a competent and future-

ready civil service. As part of this initiative, Karmayogi Bharat,

a Special Purpose Vehicle (SPV), has developed the iGOT

Karmayogi Portal—a digital learning platform for structured

capacity-building.

The courses published on iGOT Karmayogi are designed to

develop domain, functional, and behavioral competencies.

These courses are contributed by various Ministries,

Departments, and Organizations of the Government of India,

as well as different State Governments.

This Course Development Guideline provides a structured

approach to help content developers meet platform

expectations and deliver high-quality, engaging, and

competency-driven learning experiences.
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Course Description

The course description expands on the summary, providing

additional details about the content, benefits, and expected

learning outcomes. In other words, a course description

outlines all relevant details of the course.

Course Summary

A well-structured course should provide a clear and concise

summary to help learners quickly understand the course’s

purpose, content, and key takeaways.

Best Practices for Writing a Course Summary:

Keep it brief yet informative.

Clearly highlight key themes.

Use simple and engaging language.

Avoid jargon unless necessary.

1. Course Overview
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Best Practices for Writing a Course Description:

What is the course about? Provide a clear overview, focusing on

the key learning outcomes.

Why should learners take this course? Highlight the key

benefits, skills gained, and course objectives.

Who should take this course? Identify the target audience (e.g.,

government officials, ministries, departments, or organizations).

Are there any prerequisites? Mention any prior knowledge or

skills required.

What comes next? Suggest any follow-up courses or further

learning opportunities.
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How should it be written?

Use complete sentences and avoid abbreviations.

Focus on course content.

Use an active voice for clarity and engagement.

iGOT Compliance

Course Summary: Minimum 100 characters, maximum 1,000

characters.

Course Description: Minimum 100 characters, maximum 2,000

characters.
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Why Define Objectives and Outcomes?

Sets Clear Expectations: Keeps learners focused and

motivated.

Creates a Roadmap: Guides learners through the course.

Enables Progress Tracking: Measures growth and

improvements.

Aligns Learning with Real-World Application: Ensures practical

relevance and Enhances engagement.

Boosts Engagement and Retention: Increases learner

commitment and understanding.

Where to include Objectives and Outcomes?

Course Description: Provide a brief overview of the course

objectives.

Introductory Video: Mention key objectives at the beginning of

the course.

Best Practices for Writing Objectives and Outcomes:

Use learner-centric language (e.g., “By the end of this course,

you will be able to...”).

Incorporate action verbs to define objectives (e.g., Define, List,

Explain, Describe, Differentiate, Identify, Summarize).

Keep objectives specific, actionable, relevant, and

measurable.

Align objectives with competencies and assessments to ensure

effectiveness.

Use real-world relevance (e.g., "Apply conflict resolution

strategies in workplace scenarios.").

2. Course Objectives and Learning Outcomes
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Competency tagging ensures courses align with specific

learning outcomes and skill requirements. Please refer to the

Karmayogi Competency Model (KCM) for the detailed

competency framework.

Objective

Competency tagging structures courses to enhance skill

development, align with job roles, and promote effective

learning.

KCM Framework Categories:

Behavioral Competencies–Key traits required for effective

role performance.

Functional Competencies–Knowledge or skills required for

specific roles, common across most government

departments.

Domain Competencies–Specialized competencies unique

to a department or sector, forming logical career pathways.

3. Competency Classification
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Important Note:

Each course must be tagged with at least one competency

area, competency theme, and sub-competency theme.

To refer to definitions of each competency area, competency

theme, and competency sub-theme, please refer to the KCM

document.

Kindly click the link below to download the Karmayogi

Competency Model.

Click-here
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Course Content Structure

The course is structured as follows:

 Modules1.

The course consists of one or more modules, each

focused on a specific topic or skill. Some courses may

have a single module, while others include multiple

modules to cover a broader range of content.

 Resource2.

The resource structure should be followed in the case

of a single video only. In the case of multiple videos, the

module structure method should be followed.

 Final Assessment3.

A comprehensive evaluation at the end of each

module to assess the learner's understanding of the

material.

 Reference Materials4.

Each module is accompanied by reference materials

that provide foundational knowledge and additional

context.

 Resources within Modules5.

Each module contains various learning resources,

including:

Videos: Engaging visual content to enhance

understanding.

Links: External links (if required)

4. Course Structure
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Reflection Quizzes: Interactive assessments that

encourage learners to reflect on and reinforce key

concepts.

This structure ensures a dynamic learning experience. The

pictorial diagram is as follows:
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Course Content

A. Introductory Video

Introduce course objectives, target audience, and

prerequisites.

Highlight key takeaways and learning expectations.

Include a brief instructor introduction (if required).

Note: Keep the video under 2 minutes for maximum

engagement.

B. Module-Based Learning Approach

Each course should be structured into well-defined modules

that follow a logical progression, ensuring effective knowledge

transfer and learner engagement. To enhance learning

outcomes, modules should be:

Concise and Focused (recommend 10–15 Minutes per

Module)

Each module should cover a single key concept or skill to

prevent cognitive overload.

Complex topics should be broken into smaller, self-

contained sub-modules, making it easier for learners to

grasp concepts progressively without feeling

overwhelmed.

Page 13



Engaging and Interactive

Use short, high-quality videos with animations,

infographics, and real-world examples.

Incorporate real-life scenarios and case studies to

reinforce concepts and improve application.

Include quick knowledge-check questions (reflection

quizzes) after key learning points to reinforce

understanding.

Accessible and Inclusive

Provide closed captions and transcripts (use SRT files) to

ensure accessibility.

Scalable and Future-Proof

Follow a modular course

structure for easy updates

and integration of new

policies, developments, or

best practices.

Use stackable modules–

each module can function as 

a standalone learning unit while also forming part of a

larger structured course. This ensures that longer courses

remain engaging and can be adapted for different

audiences or learning objectives.
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C. Reflection Quizzes

Each module should have at least 5 questions to reinforce

learning.

Questions should assess conceptual understanding rather

than rote memorization.

The iGOT platform supports a question randomization

feature, enhancing assessment reliability by presenting

different sets of questions to learners. To maximize its

effectiveness, it is recommended to create a pool of at

least 20 questions per module, from which 5 questions will

be randomly presented for reinforcement. This approach

ensures diverse assessments, reduces memorization-

based responses, and provides a more comprehensive

evaluation of learners’ understanding.

D. Final Assessment

Comprehensive evaluation at the

end of the course.

Minimum 10 questions for 30–40

minutes courses (recommend

40-question pool for

randomization).
Should assess all core concepts covered.

It is recommended that the minimum passing percentage

for the assessment be at least 60%.
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Assessment Types Supported by iGOT currently:

Single Selection–Multiple Choice

Multiple Selection–Multiple Choice

Fill in the Blanks

Match the Following

Best Practices for Assessment Design:

Avoid misleading answer choices:  Avoid using options

like ‘All of the above,’ ‘None of the above,’ or ‘Both of the

above,’ as they can confuse learners when answer choices

are shuffled in the portal. If more than one answer is

correct, consider using a multiple-section MCQ format

instead.

Omit question numbers: This ensures a seamless

assessment experience.

Use well-structured distractors: Provide plausible but

incorrect options to minimize guesswork.
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Ensure clarity in correct answers: Each question should

have a definitive, unambiguous answer for accurate

evaluation.

Use clear and concise language: Enhance comprehension

and reduce ambiguity.

Incorporate diverse question types: To enhance learner

engagement, when creating a reflection quiz or final

assessment, use more than two types of assessment

formats available on the portal.

Align questions with learning objectives: Ensure

assessments effectively measure the course's intended

outcomes.

E. Additional Reading Materials

Provide supplementary materials in the Reference Section.

Include Government Gazettes, policy documents, and

expert insights.
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A.Watch-Think-Do-Explore-Test (WTDET) Model

A structured learning approach that enhances engagement,

application, and retention:

 Watch–Engaging Video Content1.

Learners watch short, high-quality videos featuring

animations, infographics, and real-world examples.

 Think–Reflection & Knowledge Checks2.

Reinforce learning through reflection quizzes, knowledge

checks, or discussion forums.

5. Effective Learning Design

3. Do–Practical Application

Encourage learners to apply

knowledge through real-life

activities and exercises.

4. Explore–Additional Learning Resources

Provide supplementary materials for deeper

understanding, including policy documents,

government reports, and expert insights.

5. Test–Final Assessment

Evaluate comprehension through structured

assessments
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B. Diversity and Inclusion Considerations

To foster an inclusive learning environment, courses should

adhere to the following principles:

Gender Neutrality: Use gender-neutral language and

ensure diverse representations. The content should be free

from gender discrimination or bias.

Accessibility: Ensure that learners with disabilities can fully

engage with the material by incorporating features such as

closed captions and transcripts.

Cultural Sensitivity: Use examples and scenarios that

respect cultural, political, and social sensitivities, avoiding

potentially offensive or exclusionary content.

Relevance: Use images, graphics, characters, etc. that are

relevant to the context of the course e.g., use of Indian

characters in Indian contexts.

C. Course Material Standards

All course materials must adhere to the following guidelines to

ensure clarity, accuracy, accessibility, and engagement:

I. Language and Tone

Content should be clear, concise, and easy to understand.

Use inclusive and professional language.

Avoid jargon, complex terms, and unnecessary technical

language unless required.

Page 19



II. Use of Accurate Maps and Borders

Only maps sourced from the Survey of India are permitted.

III. Plagiarism-Free Content

Ensure originality by properly citing sources and avoiding

unauthorized reproduction of content.

Avoid quoting content from public news-based sources.

Avoid inclusion of any non-verifiable information.
 

IV. Cultural and Ethical Sensitivity

Content must not include hate speech, abusive language,

profanity or defamation.

Avoid any form of discrimination or bias related to politics,

gender, caste, religion, or community.

No sexual content, nudity, or vulgarity.

Ensure that the content respects all cultural and social

sentiments.

V. Visual and Design Standards

Font and Readability:

Use Sans-serif fonts (e.g., Arial, Calibri, Verdana) for

better readability, especially for individuals with dyslexia.

Avoid italics, as they may distort letters and reduce

readability; use bold text for emphasis instead.

Avoid blinking or moving text, as it can be distracting

and inaccessible.

Closed Captions: Use Sans-serif fonts without italics or

blinking effects.
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Color Accessibility

Red-green color blindness is the most common, so

avoid using red and green together.

If red and green must be used, choose a lighter green

and a darker red to improve visibility for color-blind

learners.

Consistent and Professional Design

Use recommended font sizes for readability:

Headings (H1): 24pt–30pt

Subheadings (H2, H3): 20pt–24pt

Body text: 16px–20pt

Apply a professional color scheme (e.g., shades of blue,

white, grey, brown etc.) or your organization’s color

scheme to enhance clarity and accessibility.

VI. Audio Standards

Narration:

Prefer Narration by Subject Matter Experts (SMEs) with a

neutral accent for clarity.

If using AI-generated narration, ensure it sounds

natural, engaging, and expressive, avoiding monotony

or artificial tones.

Voiceovers must be in sync with the text on screen or

with lip movements in case of character animation.
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VII. Accessibility Training & Compliance

Training for Content Creators: Take the free “Introduction

to Web Accessibility” course on EdX at the link [Click here].

Guidelines Reference: Follow W3C Web Content

Accessibility Guidelines (WCAG) standards for detailed

accessibility best practices. W3C WCAG
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Course Titles

Course titles should be concise, informative, and engaging

to capture learner interest.

Module Titles

Should be descriptive, logically sequenced, and aligned

with the course structure.

Must clearly indicate the specific focus of the module.

Assessment Titles

Should clearly indicate the type and purpose of the

evaluation.

Assessments tied to a specific module should be titled

"Reflection Quiz."

Assessments covering the entire course should be titled

"Final Assessment."

Ensure assessment titles are distinct from course and

module titles to avoid confusion.

iGOT Compliance:

Length should be between 10 to 70 characters for clarity

and consistency.

6. Proper Titles for Courses, Modules, and Assessments
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Best Practices for Title Casing:

To maintain consistency, follow these title Casing rules:

Capitalize:

The first and last words of the title.

All major words (nouns, pronouns, verbs, adjectives,

adverbs).

Lowercase:

Conjunctions (and, but, or, nor, for, so, yet).

Prepositions (in, on, at, by, with, about, etc.).

Articles (a, an, the).

Exception: If any of the above appear as the first or last

word, they should be capitalized.

Examples of Correct Title Casing:

Correct:

Introduction to Data Science

How to Manage a Team Effectively

A Guide to Understanding Indian Politics

Incorrect:

introduction To data science (Incorrect capitalization)

HOW TO MANAGE A TEAM EFFECTIVELY (All uppercase)
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Best Practices for Dashes (–) and Colons (:)

Using a Dash (–)

The dash connects or emphasizes a statement or range of

ideas.

Example: "The seminar will cover various topics–from data

science to artificial intelligence."

Spacing: No spaces before or after the dash.

Example: "The course covers a range of topics–from

machine learning to neural networks."

Using a Colon (:)

Used to separate a main topic from a subtitle or detailed

description.

Examples:

“Data Science: A Beginner's Guide.”

“Introduction to Programming: Python Basics.”

Spacing: No space before the colon, one space after.
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For courses offered in regional languages, the following

guidelines ensure consistency and accessibility:

Titles and Content Localization

Course, Module, and Assessment Titles: Should be written

in the respective regional language to maintain linguistic

accuracy and learner engagement.

Video Content: Must be created or dubbed in the regional

language.

Course Summary and Description: Should be provided in

the same regional language to ensure clarity for learners.

Quiz and Assessment Questions: Must be in the regional

language, including instructions, question prompts, and

answer choices.

7. Language Guidelines for Regional Courses
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General Considerations

If a course exists in multiple languages, ensure correct

language tagging for easy identification.

Maintain uniformity in structure and formatting across all

language versions.

If applicable, provide optional subtitles or transcripts for

wider accessibility.

Kindly add the English name in the keywords so that it can

be searchable in the portal.

7. Language Guidelines for Regional Courses
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Supported Resource Types

All learning materials must adhere to the following formats:

Documents: PDF

Videos: MP4 format (16:9 aspect ratio).

Audio: MP3 files.

External Resources: Links to external websites (please

refer to Guideline Structure (5) Effective Learning Design

(c) Course Material Standards (iii) Plagiarism-Free

Content).

Maximum Upload Size: 400MB per file.

Competency Tagging: All content must be mapped to

relevant competencies for structured learning.

Thumbnails and Metadata

Course Thumbnail: Must be a unique image in a 16:9

aspect ratio to ensure consistency.

Organization/Provider Logo: Should follow a 2:1 aspect

ratio for clear visibility. The logo should correctly represent

the organization’s/provider’s identity.

8. Technical Checklist
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Author Name: A mandatory field; ensure it is filled out. The

system automatically tries to find the entered author

name, but if the name is not available in the system or you

want to enter a custom text, write the author’s name and

press "Enter" to save it.

Reviewer: The designated person available in the iGOT

portal with content reviewer privileges assigned by MDO

leader responsible for reviewing and approving the

content.

Course Functionality: Ensure the course operates

smoothly without any technical issues. Avoid giving

references to any hyperlinks in the videos.
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