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INTRODUCTION
Value and Skill-Based Learning (VSBL) Model:

The Value and Skill-Based Learning (VSBL) model implemented at Kottakkal
Farook Arts and Science College recognizes that education extends beyond the
acquisition of knowledge. It acknowledges the significance of nurturing the character
and abilities of individuals, equipping them with the necessary values, ethics, and
essential life skills to thrive in both personal and professional spheres. This approach
focuses on holistic development and aims to produce responsible, empathetic, and
adaptable global citizens.

Scope and Importance of VSBL.:

The scope of the VSBL model extends beyond traditional academic pursuits.
While academic knowledge forms an essential part of the curriculum, it is
complemented by the integration of moral values, interpersonal skills, and leadership
qualities. This holistic approach recognizes the interconnectedness of various aspects
of human development and seeks to provide students with a well-rounded education.

The importance of VSBL lies in its ability to prepare students for the challenges
and complexities of the real world. By emphasizing values such as integrity, empathy,
and social responsibility, the model equips students with a strong ethical foundation. It
also focuses on developing essential life skills, including effective communication,
critical thinking, problem-solving, and collaboration. These skills are vital for success
in personal relationships, professional careers, and active participation in society.

Nature and Mode of Delivery of VSBL.:

The nature and mode of delivery of the VSBL model at Kottakkal Farook Arts
and Science College involves integrating moral values, interpersonal skills, and
leadership qualities into the core curriculum. One of the key components of the model
Is the development of 36-hour duration certificate courses. These courses are designed
to provide students with focused learning opportunities in specific areas related to
values, skills, and ethics.

The college offers a wide range of certificate courses, with more than 30 options
available. Students have the flexibility to choose at least one course per year and can
take a maximum of four courses during their undergraduate studies. These courses are
offered on a semester basis, allowing students to select courses that align with their
interests and personal development goals.

In addition to the certificate courses, the VSBL model at Kottakkal Farook Arts
and Science College adopts an experiential learning approach. This means that learning
goes beyond the traditional classroom setting and encourages students to apply their
knowledge and skills in practical contexts.



Experiential learning methods include various activities such as group projects,
simulations, case studies, and real-world problem-solving. Through these activities,
students have the opportunity to engage actively in their learning process, collaborate
with their peers, and develop their critical thinking and problem-solving abilities.

For example, in group projects, students work together to tackle complex
challenges or address real-world issues. This collaborative approach fosters teamwork,
communication skills, and the ability to work effectively in diverse groups. Simulations
provide students with realistic scenarios where they can practice decision-making,
leadership, and problem-solving skills in a controlled environment. Case studies expose
students to practical examples and allow them to analyze and apply their knowledge to
real-life situations.

By incorporating these experiential learning methods, the VSBL model ensures that
students acquire not only theoretical knowledge but also the practical skills necessary
for success in their personal and professional lives. This hands-on approach enhances
their ability to transfer their learning to real-world contexts, preparing them for the
challenges they may encounter beyond the classroom.

Overall, the combination of certificate courses and experiential learning activities in the
VSBL model provides students with a well-rounded education that emphasizes values,
ethics, and essential life skills. It equips them with the knowledge, abilities, and mindset
required to excel as responsible, empathetic, and adaptable global citizens.

Implementing the VSBL model also requires dedicated resources, including trained
faculty members, infrastructure, and support systems. Continuous professional
development for educators is crucial to effectively deliver the model. Furthermore,
ensuring the sustainability and long-term impact of the VSBL approach requires
consistent commitment from the institution, stakeholders, and the wider community.

Conclusion:

The Value and Skill-Based Learning (VSBL) model at Kottakkal Farook Arts and
Science College aims to provide students with a comprehensive education that goes
beyond knowledge acquisition. By seamlessly integrating moral values, interpersonal
skills, and leadership qualities into the curriculum, the institution nurtures individuals
who are not only academically proficient but also possess strong character, empathy,
and adaptability. The VSBL model equips students with the necessary tools to navigate
the challenges of the real world, enabling them to contribute positively as responsible
global citize



VALUE & SKILL BASED LEARNING COURSES

1.CERTIFICATE COURSE IN SELF DEVELOPMENT AND SELF ESTEEM, (36
hours)

Course Description: The certificate course in self-development and self-esteem is
designed to help individuals develop a positive attitude towards themselves and their
surroundings. The course is aimed at individuals who want to improve their self-esteem,
build their confidence, and lead a more fulfilling life. The course will cover various
topics such as self-awareness, self-acceptance, self-love, and personal growth.

Course Overview: The course is divided into modules that will cover different aspects
of self-development and self-esteem. The course will be delivered over 36 hours, and it
will include lectures, group discussions, and practical exercises.

Learning Objectives: After completing the course, participants will be able to:
1. Understand the importance of self-awareness and self-acceptance
2. Develop a positive attitude towards themselves and their surroundings
3. Build their confidence and self-esteem
4. ldentify their strengths and weaknesses
5. Learn how to set achievable goals and work towards them
6. Practice self-care and self-love
Course Outcomes: At the end of the course, participants will be able to:
1. Demonstrate self-awareness and self-acceptance
2. Develop a positive self-image and self-esteem
3. ldentify their strengths and weaknesses and work towards personal growth
4. Set achievable goals and work towards them
5. Practice self-care and self-love
Syllabus with Modules in Hours:
Module 1: Introduction to Self-Development and Self-Esteem (4 hours)
« Understanding self-development and self-esteem
« Importance of self-awareness and self-acceptance

o Factors that affect self-esteem



Module 2: Self-Awareness and Self-Acceptance (6 hours)
« Understanding your emotions and feelings
« ldentifying your strengths and weaknesses
« Building self-awareness
« Practicing self-acceptance
Module 3: Building Self-Esteem (6 hours)
« Understanding the different types of self-esteem
« Developing a positive self-image
« Overcoming negative self-talk
« Building self-confidence
Module 4: Personal Growth (8 hours)
« Setting achievable goals
« Developing a growth mindset
« Overcoming obstacles and challenges
« Learning from failures
Module 5: Self-Care and Self-Love (6 hours)
« Understanding self-care and its importance
« Practicing self-love
« Developing healthy habits
 Building resilience
Sample Question Paper (50 Marks)
Section A: Objective Questions (20 Marks)
1. What is the importance of self-awareness?
2. What are the factors that affect self-esteem?
3. What are the different types of self-esteem?
4. What is a growth mindset?
5. What are the benefits of practicing self-care?
Section B: Short Answer Questions (20 Marks)

1. How can you develop a positive self-image?



5.

How can you overcome negative self-talk?
How can you identify your strengths and weaknesses?

What are the obstacles and challenges you may face while pursuing personal
growth?

What are the benefits of practicing self-love?

Section C: Essay Question (10 Marks) Write an essay on the importance of setting
achievable goals and working towards them.

2.CERTIFICATE COURSE IN LIFE SKILL EDUCATION

Course Description: The certificate course in life skill education is designed to help
individuals acquire essential life skills to manage their personal and professional lives
effectively. The course will cover various topics such as decision making, problem-
solving, communication, time management, and stress management. The course is
suitable for individuals who want to enhance their personal and professional skills.

Course Overview: The course is divided into modules that will cover different aspects
of life skill education. The course will be delivered over 36 hours, and it will include
lectures, group discussions, and practical exercises.

Learning Objectives: After completing the course, participants will be able to:

1.
2.
3.
4,
S.

Develop essential life skills for personal and professional development
Enhance their decision-making and problem-solving abilities

Improve their communication skills

Learn effective time management techniques

Develop stress management skills

Course Outcomes: At the end of the course, participants will be able to:

1.
2.
3.
4.
S.

Demonstrate essential life skills for personal and professional development
Apply effective decision-making and problem-solving techniques
Communicate effectively with others

Manage their time efficiently

Manage stress and maintain work-life balance

Syllabus with Modules in Hours:

Module 1: Introduction to Life Skill Education (4 hours)



« Understanding life skill education
« Importance of life skills for personal and professional development
« Different types of life skills
Module 2: Decision Making and Problem Solving (8 hours)
« Understanding the decision-making process
« Different approaches to decision making
« Developing problem-solving skills
« Overcoming obstacles and challenges
Module 3: Communication Skills (8 hours)
« Understanding the communication process
« Different types of communication
« Effective communication skills
« Overcoming barriers to communication
Module 4: Time Management (6 hours)
« Understanding the importance of time management
« Setting goals and priorities
« Developing time management skills
o Overcoming time-wasting habits
Module 5: Stress Management (10 hours)
« Understanding the causes and effects of stress
« Different types of stress
« Developing stress management techniques
« Maintaining work-life balance
Sample Question Paper (50 Marks)
Section A: Objective Questions (20 Marks)
1. What is the importance of life skill education?
2. What are the different types of life skills?
3. What are the approaches to decision making?
4

. What are the different types of communication?



5. What are the causes and effects of stress?
Section B: Short Answer Questions (20 Marks)
1. How can you overcome obstacles and challenges while making decisions?
2. How can you improve your communication skills?
3. How can you develop time management skills?
4. What are the stress management techniques?
5. How can you maintain work-life balance?

Section C: Essay Question (10 Marks) Write an essay on the importance of effective
communication skills in personal and professional development.

3.CERTIFICATE COURSE IN VALUING DIVERSITY, UNDERSTANDING
OTHER CULTURES AND FAIRNESS IN THE WORKPLACE

Course Description: The certificate course in valuing diversity, understanding other
cultures and fairness in the workplace is designed to help individuals develop an
understanding of diversity, inclusivity, and cultural sensitivity in the workplace. The
course will cover topics such as cultural differences, communication styles, bias, and
prejudice. The course is suitable for individuals who want to develop skills to work
effectively in a diverse workplace.

Course Overview: The course is divided into modules that will cover different aspects
of diversity, inclusivity, and cultural sensitivity. The course will be delivered over 36
hours and will include lectures, group discussions, and practical exercises.

Learning Objectives: After completing the course, participants will be able to:

1. Understand the importance of diversity, inclusivity, and cultural sensitivity in
the workplace

2. Develop skills to work effectively in a diverse workplace
3. Recognize their own biases and prejudices and work towards overcoming them

4. Understand and appreciate different cultural backgrounds and communication
styles

5. Create a fair and inclusive workplace culture
Course Outcomes: At the end of the course, participants will be able to:

1. Demonstrate an understanding of diversity, inclusivity, and cultural sensitivity
in the workplace

2. Apply effective communication skills in a diverse workplace

3. Recognize and overcome their own biases and prejudices



4. Appreciate different cultural backgrounds and communication styles
5. Promote a fair and inclusive workplace culture
Syllabus with Modules in Hours:
Module 1: Understanding Diversity and Inclusivity (4 hours)
« Understanding the importance of diversity and inclusivity in the workplace
« Exploring the benefits of a diverse and inclusive workplace
« Identifying the challenges of diversity and inclusivity in the workplace
Module 2: Recognizing and Overcoming Biases and Prejudices (8 hours)
« Understanding biases and prejudices
« Recognizing one's own biases and prejudices
« Developing strategies to overcome biases and prejudices
Module 3: Cultural Sensitivity (8 hours)
« Understanding different cultural backgrounds
« Developing cultural sensitivity
« Appreciating cultural diversity
« Understanding communication styles in different cultures
Module 4: Creating a Fair and Inclusive Workplace Culture (8 hours)
« Understanding the importance of a fair and inclusive workplace culture
« ldentifying and addressing discrimination and bias
« Promoting diversity and inclusivity in the workplace
Module 5: Implementing Fairness in the Workplace (8 hours)
« Understanding fairness and equity
« ldentifying and addressing systemic barriers
» Developing strategies for fair and equitable workplace practices
Sample Question Paper (50 Marks)
Section A: Objective Questions (20 Marks)
1. What is the importance of diversity and inclusivity in the workplace?
2. What are biases and prejudices?

3. What is cultural sensitivity?



4. What are the benefits of a diverse and inclusive workplace?
5. What is fairness in the workplace?
Section B: Short Answer Questions (20 Marks)
1. How can you recognize and overcome your biases and prejudices?
2. How can you develop cultural sensitivity in the workplace?
3. What are the strategies for promoting diversity and inclusivity in the workplace?
4. How can you address discrimination and bias in the workplace?
5. What are the strategies for fair and equitable workplace practices?

Section C: Essay Question (10 Marks) Write an essay on the importance of promoting
diversity and inclusivity in the workplace.

4.CERTIFICATE COURSE IN APPLYING CRITICAL WORK SKILLS AS SELF
MANAGMENT TOOLS ,EFFICIENT WORK HABITS

Course Description: The certificate course in applying critical work skills as self-
management tools and efficient work habits is designed to help individuals develop the
necessary skills to manage their time, prioritize their tasks, and work efficiently in their
jobs. The course will cover topics such as time management, task prioritization,
effective communication, and goal setting. The course is suitable for individuals who
want to develop skills to work effectively in a fast-paced work environment.

Course Overview: The course is divided into modules that will cover different aspects
of self-management and efficient work habits. The course will be delivered over 36
hours and will include lectures, group discussions, and practical exercises.

Learning Objectives: After completing the course, participants will be able to:
1. Manage their time effectively to complete tasks efficiently
2. Prioritize tasks to achieve important goals
3. Communicate effectively with colleagues and managers
4. Set achievable goals and work towards them
5. Develop efficient work habits to increase productivity
Course Outcomes: At the end of the course, participants will be able to:

1. Demonstrate effective time management skills



2. Prioritize tasks effectively to achieve important goals
3. Communicate effectively with colleagues and managers
4. Set achievable goals and work towards them
5. Develop efficient work habits to increase productivity
Syllabus with Modules in Hours:
Module 1: Introduction to Self-Management (4 hours)
« Understanding the importance of self-management
« ldentifying the benefits of self-management
« Recognizing the challenges of self-management
« Developing self-awareness
Module 2: Time Management (8 hours)
« Understanding the importance of time management
« Identifying time wasters
« Developing time management strategies
« Setting priorities
Module 3: Effective Communication (8 hours)
« Understanding the importance of effective communication
« ldentifying communication barriers
« Developing effective communication strategies
« Active listening and feedback
Module 4: Goal Setting (8 hours)
« Understanding the importance of goal setting
« Setting achievable goals
« Developing a plan to achieve goals
« Tracking progress
Module 5: Developing Efficient Work Habits (8 hours)
« Understanding the importance of efficient work habits
« ldentifying inefficient work habits

« Developing efficient work habits



« Time-saving techniques
Sample Question Paper (50 Marks)
Section A: Objective Questions (20 Marks)
1. What is self-management?
2. What are the benefits of time management?
3. What are the barriers to effective communication?
4. Why is goal setting important?
5. What are efficient work habits?
Section B: Short Answer Questions (20 Marks)
1. What are some time management strategies?
2. How can you develop effective communication skills?
3. What are some techniques for setting achievable goals?
4. How can you develop efficient work habits?
5. What are some time-saving techniques?

Section C: Essay Question (10 Marks) Write an essay on the importance of self-
management and efficient work habits in the workplace.

5.CERTIFICATE COURSE IN BUILDING SELF ESTEEM , WITH MODULES ON
1) KNOW AND ACCEPT YOURSELF, 2)BELIEVE IN YOURSELF, 3)DEVELOP
A SELF IMPROVEMENT 4)PLAN IMPROVEMENT REQUIRES WORK

Course Description: The certificate course in building self-esteem is designed to help
individuals develop the necessary skills to build their self-esteem and confidence. The
course will cover topics such as self-acceptance, self-improvement, and belief in
oneself. The course is suitable for individuals who want to improve their self-esteem
and confidence in their personal and professional lives.

Course Overview: The course is divided into modules that will cover different aspects
of building self-esteem. The course will be delivered over 36 hours and will include
lectures, group discussions, and practical exercises.

Learning Objectives: After completing the course, participants will be able to:
1. Know and accept themselves for who they are

2. Believe in themselves and their abilities



3.
4.

Develop a self-improvement plan to achieve their goals

Understand that self-improvement requires consistent effort and work

Course Outcomes: At the end of the course, participants will be able to:

1.

Develop a positive self-image and acceptance of oneself

. Believe in oneself and their abilities

2
3.
4

Develop a self-improvement plan to achieve their goals

. Understand the importance of consistent effort and work in achieving self-

improvement

Syllabus with Modules in Hours:

Module 1: Know and Accept Yourself (8 hours)

Understanding the importance of self-acceptance
Recognizing personal strengths and weaknesses
Developing self-awareness

Overcoming self-doubt

Module 2: Believe in Yourself (8 hours)

Recognizing the importance of self-belief
Overcoming negative self-talk
Developing positive affirmations

Building self-confidence

Module 3: Develop a Self-Improvement Plan (12 hours)

Identifying personal goals and aspirations
Developing a plan to achieve personal goals
Setting achievable targets

Identifying potential obstacles and overcoming them

Module 4: Improvement Requires Work (8 hours)

Understanding that self-improvement requires consistent effort and work
Developing a plan for consistent effort and work
Identifying potential distractions and avoiding them

Celebrating small successes along the way



Sample Question Paper (50 Marks)
Section A: Objective Questions (20 Marks)
1. What is self-acceptance?
2. Why is self-belief important?
3. What is a self-improvement plan?
4. What are potential obstacles to self-improvement?
5. Why is consistent effort and work important for self-improvement?
Section B: Short Answer Questions (20 Marks)
1. How can you develop self-awareness?
2. What are some techniques to overcome negative self-talk?
3. How can you develop positive affirmations?
4. What are some potential distractions in achieving personal goals?
5. Why is it important to celebrate small successes?

Section C: Essay Question (10 Marks) Write an essay on the importance of self-
acceptance and self-belief in building self-esteem.

6. CERTIFICATE COURSE IN GLOBAL STUDIES

Course Description: The certificate course in Global Studies is designed to provide
individuals with a comprehensive understanding of global issues and their impact on
society. The course will cover topics such as globalization, international relations,
cultural diversity, and sustainability. The course is suitable for individuals who want to
broaden their knowledge and understanding of global issues.

Course Overview: The course is divided into modules that will cover different aspects
of global studies. The course will be delivered over 36 hours and will include lectures,
group discussions, and practical exercises.

Learning Objectives: After completing the course, participants will be able to:
1. Understand the concept of globalization and its impact on society
2. Analyze the role of international organizations in global governance
3. Appreciate cultural diversity and its importance in global society
4

. Understand the importance of sustainable development and environmental
protection

Course Outcomes: At the end of the course, participants will be able to:



Analyze global issues and their impact on society
Understand the role of international organizations in global governance

Appreciate cultural diversity and its importance in global society

R

Understand the importance of sustainable development and environmental
protection

Syllabus with Modules in Hours:
Module 1: Introduction to Global Studies (8 hours)
» Understanding the concept of globalization
« Analyzing the impact of globalization on society
« Examining the history and development of global studies
« ldentifying key global issues
Module 2: International Organizations and Global Governance (10 hours)
« Analyzing the role of international organizations in global governance
« Examining the United Nations and its specialized agencies

« Analyzing the role of non-governmental organizations (NGOs) in global
governance

« Exploring issues related to global security
Module 3: Cultural Diversity (8 hours)
« Appreciating cultural diversity and its importance in global society
« Analyzing the impact of cultural diversity on international relations
« Examining the role of language and communication in global society
» Exploring issues related to migration and identity
Module 4: Sustainable Development and Environmental Protection (10 hours)
« Understanding the concept of sustainable development
« Examining issues related to environmental protection
« Analyzing the impact of climate change on global society
« Exploring the role of sustainable development in global governance
Sample Question Paper (50 Marks)
Section A: Objective Questions (20 Marks)



What is globalization?
What is the role of international organizations in global governance?

Why is cultural diversity important in global society?

R

What is sustainable development?

5. What is the impact of climate change on global society?
Section B: Short Answer Questions (20 Marks)

1. Analyze the role of the United Nations in global governance.

2. What are the key global issues facing society today?

3. Explain the concept of cultural relativism.

4. What are some challenges to sustainable development?

5. How can individuals contribute to environmental protection?

Section C: Essay Question (10 Marks) Write an essay on the impact of globalization on
cultural diversity and the importance of cultural diversity in global society.

7.CERTIFICATE COURSE IN FAMILY BUDGETING

Course Description: This 36-hour certificate course in family budgeting is designed to
provide learners with the skills and knowledge necessary to effectively manage their
family finances. The course will cover topics such as creating a budget, tracking
expenses, saving money, and reducing debt.

Course Overview: This course will provide an introduction to the principles of family
budgeting and financial management. It will cover the basics of creating a budget,
tracking expenses, saving money, and reducing debt. The course will also provide
practical tips and strategies for managing personal finances effectively.

Learning objectives:

o Understand the importance of family budgeting

« Learn how to create and manage a family budget

« Develop strategies for tracking expenses and reducing debt

« Gain practical tips for saving money and managing personal finances effectively
Course Outcomes: By the end of the course, learners will be able to:

« Create a comprehensive family budget

« Track their expenses and identify areas for savings

« Develop strategies for reducing debt and increasing savings



Implement practical tips for managing their personal finances effectively

Syllabus with modules in hours:

Module 1: Introduction to Family Budgeting (2 hours)

Understanding the importance of family budgeting

The benefits of effective financial management

Module 2: Creating a Budget (8 hours)

Setting financial goals
Creating a budget plan
Monitoring and adjusting the budget

Module 3: Tracking Expenses (8 hours)

Strategies for tracking expenses
Identifying areas for savings

Developing a savings plan

Module 4: Reducing Debt (8 hours)

Understanding debt
Developing a debt reduction plan

Strategies for reducing debt

Module 5: Managing Personal Finances (8 hours)

Practical tips for managing personal finances
Developing a long-term financial plan

Evaluating financial options

Sample Question paper in 50 Marks:

Section A: Multiple Choice Questions (20 marks)

1.

What is the importance of family budgeting? a. To have more free time b. To
increase debt c. To improve financial management d. To spend more money

. What are the benefits of effective financial management? a. Reduce stress b.

Improve relationships c. Increase debt d. All of the above

What are the steps involved in creating a budget plan? a. Set financial goals b.
Create a budget plan ¢. Monitor and adjust the budget d. All of the above



4. What are the strategies for reducing debt? a. Paying off high-interest debts first
b. Consolidating debts c. Negotiating lower interest rates d. All of the above

5. What are the practical tips for managing personal finances? a. Save money b.
Invest in stocks c. Buy a house d. All of the above

Section B: Short Answer Questions (20 marks)

1. Explain the importance of setting financial goals.

2. Describe the process of creating a budget plan.

3. What are the strategies for tracking expenses?

4. Explain the steps involved in developing a debt reduction plan.

5. What are the practical tips for managing personal finances effectively?
Section C: Essay Question (10 marks)

1. Explain how effective family budgeting can help individuals achieve their long-
term financial goals.

8.CERTIFICATE COURSE IN RESPONSIBLE PARENTHOOD

Course Description: This 36-hour course on Responsible Parenthood aims to provide
individuals with knowledge and skills on responsible parenthood, family planning, and
child-rearing. Participants will learn how to make informed decisions about family
planning and child-rearing that consider the needs of the family, the community, and
society as a whole.

Course Overview: The course will cover topics such as family planning methods,
reproductive health, prenatal care, child development, parenting skills, and family
communication. Participants will engage in various activities such as group discussions,
role-plays, case studies, and lectures.

Learning Objectives: By the end of the course, participants will be able to:

1. Understand the concept of responsible parenthood and its importance in
promoting the well-being of families, communities, and society.

2. Discuss different family planning methods and how to make informed decisions
about family planning.

3. Identify the importance of prenatal care and the role of parents in promoting the
health and well-being of their children.

4. Develop effective parenting skills and strategies to promote positive child
development.



5.

Understand the importance of family communication in building strong and
healthy relationships.

Course Outcomes: Upon completion of the course, participants will be able to:

1.

Make informed decisions about family planning and child-rearing that consider
the needs of the family, the community, and society as a whole.

Apply effective parenting skills and strategies to promote positive child
development.

Communicate effectively with family members to build strong and healthy
relationships.

Course Outcomes: Upon completion of this course, participants will be able to:

Define responsible parenthood and understand the rights and responsibilities of
parents

Choose the right family planning method based on their needs and preferences

Build strong relationships with their children and resolve conflicts within the
family

Promote positive development in their children by using effective discipline
strategies

Identify support systems for parents and practice self-care strategies

Understand the importance of seeking help when needed and accessing
community resources for parents

Syllabus:

Module 1: Understanding Responsible Parenthood (4 hours)

Definition and importance of Responsible Parenthood
Rights and responsibilities of parents
Factors to consider in responsible parenthood

Effective communication with children

Module 2: Family Planning Methods (8 hours)

Types of family planning methods
Advantages and disadvantages of each method

Choosing the right family planning method



Managing side effects of family planning methods

Alternatives to family planning

Module 3: Nurturing Healthy Relationships (6 hours)

Building strong relationships with children
Resolving conflicts within the family
Managing stress and anxiety in parenting

Maintaining intimacy in relationships

Module 4: Parenting for Positive Development (10 hours)

Stages of child development

Parenting styles and their effects on children
Positive discipline strategies

Promoting healthy habits and behaviors

Encouraging learning and education

Module 5: Support Systems for Parents (4 hours)

Identifying support systems for parents
Importance of seeking help when needed
Community resources for parents

Self-care strategies for parents

Sample Question Paper:

Section A: Multiple Choice Questions (20 marks)

1.

3.

What is responsible parenthood? a. Being strict with your children b. Being
responsible for your children's needs and well-being c. Being financially stable
d. None of the above

Which of the following is NOT a family planning method? a. Condoms b. Birth
control pills c. Natural family planning d. Vaccination

What is the importance of building strong relationships with children? a. To have
obedient children b. To have a good reputation as a parent c. To establish trust
and respect between parents and children d. To control children's behavior

Section B: Short Answer Questions (20 marks) 4. List three positive discipline
strategies that parents can use.

5.

What are the stages of child development? Briefly explain each stage.



Section C: Essay Questions (10 marks)

6. Explain the importance of self-care for parents. Provide three self-care strategies that
parents can use.

7. Discuss the advantages and disadvantages of different family planning methods.
Which method would you recommend and why?

9.CERTIFICATE COURSE IN SELF GROOMING OF UG STUDENTS

Course Description: The course in Self Grooming for UG Students aims to equip
undergraduate students with essential skills and knowledge to enhance their personal
grooming and professional image. The course focuses on various aspects of self-
grooming, including physical appearance, hygiene, communication skills, etiquette, and
professional conduct.

Course Overview: This 36-hour course comprises of various modules that cover the
essential skills and knowledge required for self-grooming. The course will be delivered
through lectures, group discussions, practical demonstrations, and case studies.
Students will be provided with assignments and projects to apply the concepts learned
in real-life situations.

Learning Objectives: At the end of this course, students will be able to:

1. Understand the importance of personal grooming and its impact on professional
life.

2. Develop grooming and hygiene practices for a professional image.

3. Develop communication and interpersonal skills required for professional
conduct.

4. Understand the importance of dress code and etiquette in a professional
environment.

5. Develop a positive attitude and self-confidence required for career success.
Course Outcomes:

1. Develop an understanding of self-grooming practices and their significance in
professional life.

2. Develop grooming habits and hygiene practices for a professional image.

3. Develop communication and interpersonal skills required for -effective
professional conduct.

4. Develop an understanding of dress code and etiquette in a professional
environment.



5. Develop a positive attitude and self-confidence required for career success.
Syllabus with Modules in Hours: Module 1: Introduction to Self Grooming (2 hours)
« Importance of self-grooming
« Impact of personal grooming on professional life
« Basics of self-grooming
Module 2: Grooming and Hygiene (8 hours)
« Skin and hair care
« Oral hygiene
« Personal hygiene
« Make-up and grooming products
« Maintaining good health
Module 3: Communication Skills (8 hours)
« Verbal and nonverbal communication
» Effective listening and speaking skills
« Developing interpersonal skills
« Building relationships and networking
Module 4: Dress Code and Etiquette (8 hours)
o Professional dress code
« Dressing for interviews and meetings
« Table manners and etiquette
» Business communication etiquette
Module 5: Self-Confidence and Attitude (6 hours)
« Building self-confidence
« Developing a positive attitude
« Overcoming self-doubt and negativity
« Coping with stress and pressure
Sample Question Paper (50 marks): Section A: Short Answer Questions (20 marks)
« Define self-grooming and its importance.

« Explain the grooming and hygiene practices for a professional image.



» Describe the communication skills required for effective professional conduct.

o Explain the importance of dress code and etiquette in a professional
environment.

Section B: Case Study (20 marks)

« Read the case study provided and answer the questions based on the scenario
given. The case study will cover grooming and hygiene practices,
communication skills, and professional conduct.

Section C: Essay (10 marks)

« Write an essay on the importance of self-confidence and a positive attitude in
professional life.

10.CERTIFICATE COURSE IN BUILDING YOUR CAREER AFTER
GRADUATION.

Course Description: This 36-hour certificate course is designed to help recent graduates
in building their careers. The course provides an overview of essential skills and
knowledge required to succeed in the professional world after graduation. It focuses on
practical strategies and techniques that graduates can implement to achieve their career
goals.

Course Overview: The course covers various aspects of career development, including
self-assessment, job search strategies, networking, interview skills, and career
management. It also provides guidance on how to create a strong resume and cover
letter that highlights graduates’ skills and experiences.

Learning Objectives: Upon completion of this course, participants will be able to:
1. Identify their strengths, skills, and values that align with their career goals
2. Develop effective job search strategies and techniques
3. Build and maintain professional networks
4. Demonstrate strong interview skills and techniques
5. Manage their careers effectively and proactively
Course Outcomes:
1. Develop a clear understanding of their career goals and how to achieve them
2. Build a strong professional network and connections with potential employers

3. Create a compelling resume and cover letter that showcases their skills and
experiences



4. Demonstrate confidence and professionalism during job interviews
5. Develop a proactive and strategic approach to managing their careers.
Syllabus with modules in hours:
Module 1: Self-assessment (6 hours)
« Identifying strengths, skills, and values
« Setting career goals
« Developing a career plan
Module 2: Job Search Strategies (6 hours)
» Conducting job market research
« Developing a job search strategy
« Creating a job application package
Module 3: Networking (6 hours)
« Building a professional network
« Networking etiquette
« Maintaining professional connections
Module 4: Interview Skills (6 hours)
» Preparing for job interviews
« Common interview questions and answers
« Demonstrating confidence and professionalism during interviews
Module 5: Career Management (6 hours)
« Building a personal brand
« Managing career transitions
« Developing a long-term career plan
Sample Question Paper (50 Marks):
Section A: Multiple Choice Questions (20 Marks)

1. What is the first step in career planning? a. Developing a job search strategy b.
Identifying strengths, skills, and values c. Creating a resume d. Conducting job
market research



2. What is the most effective way to build a professional network? a. Attending
networking events b. Connecting with professionals on LinkedIn c. Sending cold
emails to potential employers d. All of the above

3. What is the best way to prepare for a job interview? a. Memorizing your answers
to common interview questions b. Practicing your responses with a friend or
mentor c. Researching the company and the job d. None of the above

4. What is a personal brand? a. A marketing strategy for businesses b. A unique set
of characteristics and experiences that define who you are c. A social media
profile d. A list of job skills

5. What is the purpose of a cover letter? a. To provide a summary of your work
history b. To showcase your skills and experiences c. To request an interview d.
All of the above

Section B: Short Answer Questions (20 Marks) 6. List three job search strategies that
graduates can use to find job opportunities.

7. What is networking? Explain why it is important for career development.

8. Describe three techniques for demonstrating confidence and professionalism
during a job interview.

9. What is a long-term career plan? Why is it important to have one?

Section C: Essay Question (10 Marks) 10. Discuss the importance of self-assessment in
career planning. Provide examples of how graduates can use self

11. CERTIFICATE COURSE IN PREPARING AND PLANNING FOR HIGHER
EDUCATION AFTER GRADUATION.

Course Description: This 36-hour certificate course is designed to help recent graduates
in preparing and planning for higher education after graduation. The course provides an
overview of essential skills and knowledge required to succeed in higher education,
including effective study habits, time management, and research skills.

Course Overview: The course covers various aspects of preparing and planning for
higher education, including understanding the admission process, identifying
appropriate institutions and programs, developing study habits, and research skills. It
also provides guidance on how to prepare for standardized tests, such as the GRE,
GMAT, and TOEFL.

Learning Objectives: Upon completion of this course, participants will be able to:

1. Understand the admission process and requirements for higher education
institutions

2. Develop effective study habits and time management skills



3. Identify appropriate higher education institutions and programs

4. Conduct effective research in their field of study

5. Prepare for standardized tests, such as the GRE, GMAT, and TOEFL
Course Outcomes:

1. Develop a clear understanding of the admission process and requirements for
higher education institutions

2. Develop effective study habits and time management skills to succeed in higher
education

3. Identify appropriate higher education institutions and programs that align with
their academic and career goals

4. Conduct effective research in their field of study and prepare for higher
education requirements

5. Prepare for standardized tests with confidence and success.
Syllabus with modules in hours:
Module 1: Introduction to Higher Education (6 hours)
» Understanding the higher education landscape
« ldentifying institutions and programs that align with academic and career goals
» Researching and evaluating higher education options
Module 2: Study Habits and Time Management (6 hours)
« Developing effective study habits
o Managing time effectively
« Balancing academic and personal responsibilities
Module 3: Research Skills (6 hours)
« Conducting research in your field of study
« Developing research questions
« Evaluating and citing sources
Module 4: Standardized Test Preparation (6 hours)

o Understanding the format and content of standardized tests (GRE, GMAT,
TOEFL)

« Developing test-taking strategies



« Practicing sample questions and tests
Module 5: Admission Process and Requirements (6 hours)
« Understanding admission requirements for higher education institutions
« Preparing application materials (essays, recommendation letters, transcripts)
« Interview skills and techniques
Sample Question Paper (50 Marks):
Section A: Multiple Choice Questions (20 Marks)

1. What is the first step in preparing for higher education after graduation? a.
Researching appropriate institutions and programs b. Developing effective study
habits c. Understanding the admission process d. Preparing application materials

2. What are effective study habits for higher education success? a. Cramming for
exams b. Multitasking while studying c. Developing a study schedule d. None of
the above

3. What is research? a. Collecting information from the internet b. Analyzing data
c. Conducting a literature review d. All of the above

4. What s the purpose of standardized tests (GRE, GMAT, TOEFL)? a. To evaluate
applicants' academic abilities b. To evaluate applicants' personal characteristics
c. To evaluate applicants' work experience d. None of the above

5. What is an admission interview? a. An opportunity for applicants to ask
questions b. An opportunity for institutions to learn more about applicants c. A
mandatory requirement for all applicants d. None of the above

Section B: Short Answer Questions (20 Marks) 6. List three effective study habits for
higher education success.

7. Explain the purpose of an admission essay. What are some tips for writing an
effective admission essay?

8. Describe three techniques for conducting effective research in your field of
study.

9. What are some strategies for managing time effectively in higher education?
10. How can standardized test preparation be beneficial in the admission process?

11. Section C: Essay Question (10 Marks) 11. Discuss the importance of identifying
appropriate higher education institutions and programs that align with your
academic and career goals. Provide examples of how this can impact your
success in higher education and beyond.



12. Note: This sample question paper is for illustrative purposes only and may vary
depending on the specific course content and learning objectives. The actual
question paper may include additional or different types of questions.

12.CERTIFICATE COURSE IN DISABILITY STUDIES
Course Description:

The certificate course in Disability Studies is a comprehensive program that aims to
provide an understanding of disability and the challenges faced by people with
disabilities in society. The course covers various aspects of disability, including the
social, medical, and economic perspectives, and provides an overview of disability-
related laws and policies. The course is designed to equip participants with knowledge
and skills that will enable them to work towards creating an inclusive society that values
diversity and supports the inclusion of people with disabilities.

Course Overview:

The course is a 36-hour program that consists of lectures, discussions, case studies, and
group activities. The course covers the following topics:

1. Introduction to Disability Studies
. Social and Medical Models of Disability
. Disability Rights and Laws

2
3
4. Inclusive Education
5. Assistive Technology
6. Employment and Disability
7. Disability and the Media
8. Disability and Culture
Learning Objectives:
Upon completion of the course, participants will be able to:

1. Understand the social and medical models of disability and their implications for
people with disabilities.

2. Understand disability-related laws and policies and their impact on people with
disabilities.

3. Identify barriers to inclusion and strategies to promote inclusion of people with
disabilities in society.



6.
7.

Understand the importance of assistive technology in improving the lives of
people with disabilities.

Understand the challenges faced by people with disabilities in education and
employment and strategies to address them.

Critically analyze media representations of disability.

Understand the role of culture in shaping perceptions of disability.

Course Outcomes:

Upon completion of the course, participants will have gained the knowledge and skills

to:

A" B B B

Advocate for the rights of people with disabilities.

Design and implement inclusive programs and services.

Support the inclusion of people with disabilities in education and employment.
Use assistive technology to improve the lives of people with disabilities.
Challenge negative stereotypes and representations of disability in the media.

Recognize and appreciate the diversity of cultures and their attitudes towards
disability.

Syllabus with Modules in Hours:

Module 1: Introduction to Disability Studies (4 hours)

Defining Disability
Historical Perspectives
Disability Studies as an Interdisciplinary Field

Key Concepts in Disability Studies

Module 2: Social and Medical Models of Disability (6 hours)

The Medical Model of Disability
The Social Model of Disability
Criticisms of the Medical Model
Advantages of the Social Model

Module 3: Disability Rights and Laws (6 hours)

Disability Rights Movements

Disability-Related Laws and Policies



The Americans with Disabilities Act (ADA)

The United Nations Convention on the Rights of Persons with Disabilities
(CRPD)

Module 4: Inclusive Education (4 hours)

The Importance of Inclusive Education
Barriers to Inclusion in Education
Strategies for Promoting Inclusion in Education

The Role of Teachers in Inclusive Education

Module 5: Assistive Technology (4 hours)

Definition of Assistive Technology
Types of Assistive Technology
Examples of Assistive Technology

The Impact of Assistive Technology on the Lives of People with Disabilities

Module 6: Employment and Disability (6 hours)

The Importance of Employment for People with Disabilities
Barriers to Employment for People with Disabilities
Strategies for Promoting Employment for People with Disabilities

The Role of Employers in Promoting Employment for People with Disabilities

Module 7: Disability and the Media (4 hours)

Representations of Disability in the Media
Stereotyping and Stigmatization in Media Representations of Disability
Positive and Negative Examples of Disability Representation in Media

Strategies for Challenging Negative Stereotypes of Disability in the Media

Module 8: Disability and Culture (4 hours)

Diversity of Cultures and Attitudes Towards Disability
Cross-Cultural Perspectives on Disability
Cultural Stereotypes and Stigmatization of Disability

Strategies for Promoting Cultural Understanding and Appreciation of Disability

Sample Question Paper in 50 Marks:



Section A: Multiple Choice Questions (20 marks)

1.

The social model of disability emphasizes: a) Medical diagnosis and treatment
b) The individual's impairment as the cause of disability ¢) The barriers created
by society that prevent people with disabilities from participating fully d) None
of the above

Is there any Disabilities Act passed in Indian parliament: a) yes b) no. ¢) under
consideration

Inclusive education refers to: a) Educating students with disabilities separately
from their peers b) Educating all students together in the same classroom c)
Excluding students with disabilities from education d) None of the above

Assistive technology is: a) Any technology that can be used to enhance the lives
of people with disabilities b) A form of medical treatment for disabilities c) A
barrier to inclusion for people with disabilities d) None of the above

Stereotyping and stigmatization of disability in the media can lead to: a) A more
inclusive society b) Increased understanding and acceptance of disability c)
Negative attitudes and discrimination towards people with disabilities d) None
of the above

Section B: Short Answer Questions (15 marks) 6. What is the social model of disability?
How does it differ from the medical model?

7.

What aspects may be included in act according to you will be the key provisions
of a Disabilities Act .How it will impact the lives of people with disabilities in
India?

What are some of the barriers to inclusive education for students with
disabilities? How can these barriers be overcome?

What are some examples of assistive technology? How can assistive technology
improve the lives of people with disabilities?

10. How do media representations of disability contribute to negative stereotypes

and stigmatization? What strategies can be used to challenge these negative
representations?

Section C: Essay Question (15 marks) 11. What is the role of culture in shaping
perceptions of disability? How do cultural attitudes towards disability vary across
different societies? What strategies can be used to promote cultural understanding and
appreciation of disability

13.CERTIFICATE COURSE IN WOMEN'S AND GENDER STUDIES

Course Description:



This certificate course in Women's and Gender Studies aims to introduce students to the
interdisciplinary field of gender studies. Through a range of theoretical and practical
approaches, students will explore the complex and diverse ways in which gender shapes
our social, cultural, political, and economic lives. Students will critically engage with
key issues and debates in the field, including gender inequality, intersectionality,
feminist theory, and social justice.

Course Overview:

The course will consist of 36 hours of lectures, discussions, and assignments. Each
session will be interactive and participatory, encouraging students to engage critically
with the material and each other. The course will be divided. into four modules, each
focusing on a different aspect of gender studies.

Learning Objectives:
By the end of this course, students will be able to:
1. Understand key concepts and debates in the field of gender studies

2. Analyze the intersectionality of gender with other social categories like race,
class, sexuality, and ability

3. Critically evaluate feminist theories and their contributions to social justice
movements

4. Develop analytical skills for identifying and challenging gender inequality in
everyday life

Course Outcomes:
By the end of the course, students will be able to:

1. Identify and analyze the ways in which gender intersects with other social
categories in their own lives and in society more broadly

2. Critically evaluate social norms and practices that perpetuate gender inequality
and discrimination

3. Apply feminist theories and perspectives to real-world issues and problems

4. Develop strategies for promoting gender equality and social justice in their
personal and professional lives.

Syllabus:
Module 1: Introduction to Gender Studies (8 hours)
« Defining Gender and Sexuality

o The Social Construction of Gender



« Historical Perspectives on Gender
« Intersectionality: The Intersection of Gender with other Social Categories
Module 2: Feminist Theory (10 hours)
o Liberal Feminism
« Radical Feminism
« Marxist and Socialist Feminism
o Postmodern Feminism
o Queer Theory
Module 3: Gender and Society (10 hours)
« Gender Inequality in the Workplace
« Gender and Politics
o Gender and Health
« Gender and Violence
« Gender and Technology
Module 4: Gender and Culture (8 hours)
o Gender and the Media
« Gender and Popular Culture
o Gender and Religion
« Gender and Art
Sample Question Paper (50 Marks):
Section A (20 Marks)

1. Define the concept of intersectionality and explain how it contributes to the study
of gender.

2. Discuss the main features of Marxist and Socialist Feminism and how they differ
from other feminist theories.

3. Explain the impact of gender inequality on health outcomes and identify
strategies for addressing this issue.

Section B (30 Marks)

Answer any three of the following questions (10 marks each)



1. Analyze the representation of gender in a particular television show or
film. What messages are conveyed about gender roles and identities? How
might these messages reinforce or challenge social norms?

2. Choose one social issue (such as wage inequality, reproductive rights, or
sexual harassment) and explain how feminist theories and perspectives can
be applied to address it.

3. Identify and analyze a current event or news story related to gender. How
does this event reflect larger patterns of gender inequality or
discrimination? What could be done to address the issue?

4. Discuss the ways in which gender intersects with other social categories
(such as race, class, sexuality, and ability) in shaping experiences of
oppression and privilege. Provide examples to illustrate your analysis.

14.CERTIFICATE COURSE IN IMPROVING SOFT SKILLS

Course Description: The 36-hour certificate course in improving soft skills is
designed to enhance participants' interpersonal skills and communication
abilities in professional settings. This comprehensive course provides a
structured learning experience with practical exercises, interactive discussions,
and real-world scenarios to help participants develop essential soft skills for
personal and career success.

Course Overview: This course aims to equip participants with the necessary tools
and techniques to enhance their soft skills, including effective communication,
teamwork, leadership, problem-solving, and adaptability. Through a
combination of theoretical concepts, hands-on activities, and case studies,
participants will gain valuable insights and practical strategies to improve their
professional interactions.

Learning Objectives:
Understand the importance of soft skills in the workplace.

Develop effective communication skills, including verbal and non-verbal
communication.

Enhance interpersonal skills to build positive relationships with colleagues and
clients.

Strengthen problem-solving and decision-making abilities.
Cultivate leadership qualities to inspire and motivate teams.
Improve adaptability and flexibility to handle challenging situations.

Develop a growth mindset and continuous learning approach.



Course Outcomes: By the end of the course, participants will be able to:
Demonstrate improved communication skills in various professional contexts.
Apply effective teamwork and collaboration techniques.
Exhibit leadership qualities and motivate others.
Utilize problem-solving strategies to address workplace challenges.
Adapt to changing environments and manage stress effectively.
Foster positive relationships with colleagues and clients.
Display a growth mindset and a commitment to lifelong learning.
Syllabus with Modules (in hours):
Module 1:
Introduction to Soft Skills (2 hours)
Importance of soft skills in the workplace

Overview of different soft skills and their significance

Module 2:

Effective Communication (8 hours)

Verbal and non-verbal communication

Active listening and empathy

Building rapport and trust

Business writing and email etiquette

Module 3:

Interpersonal Skills (6 hours)

Emotional intelligence

Conflict resolution and negotiation

Building and maintaining relationships

Cultural sensitivity and diversity awareness

Module 4:

Problem-Solving and Decision Making (6 hours)

Critical thinking and problem-solving techniques



e Decision-making models
o Creative problem-solving approaches
e Analyzing risks and making informed decisions
Module 5:
Leadership and Teamwork (6 hours)
o Leadership styles and qualities
e Team dynamics and effective collaboration
e Motivating and inspiring teams
e Conflict management in a team setting
Module 6:
Adaptability and Continuous Learning (4 hours)
e Dealing with change and uncertainty
e Resilience and stress management
e Learning agility and growth mindset
e Professional development and lifelong learning

Sample Question Paper (50 Marks): (Note: The following sample questions are
provided to give you an idea of the type and format of questions. The actual
question paper may vary.)

Section A: Multiple Choice Questions (20 marks)

Which of the following is an example of non-verbal communication? a)
Speaking clearly b) Using hand gestures ¢) Sending an email d) Writing a report

What does emotional intelligence primarily focus on? a) Technical skills
b) Leadership qualities c) Understanding and managing emotions d)
Problem-solving abilities

Section B: Short Answer Questions (20 marks)
Explain the steps involved in the problem-solving process.
How can active listening contribute to effective communication?

Section C: Case Study Analysis (10 marks) Read the given case study and answer the
questions based on the information provided.

Case Study: You are the team leader of a project group. One of your team members
consistently misses deadlines and fails to complete assigned tasks. This behaviour is



affecting the overall progress of the project and causing frustration among other team
members. Discuss how you would address this issue and improve the team member's
performance.

What steps would you take to address the team member's consistent missed
deadlines and incomplete tasks?

How would you communicate your concerns to the team member?

What strategies would you implement to help the team member improve
their performance?

How would you ensure the issue does not negatively impact the overall
progress of the project?

What measures would you take to maintain a positive and supportive team
environment during this process?

Note: The sample question paper provided is for illustrative purposes only.
The actual question paper may include additional sections or variations in
the number of marks allocated to each section.

15. CERTIFICATE COURSE IN PREPARING CV/RESUME,

Course Description: The 36-hour certificate course in preparing
CV/resume is designed to equip participants with the knowledge and skills
required to create compelling and effective CVs/resumes. This course aims
to guide individuals in showecasing their qualifications, skills, and
experiences in a professional and organized manner. Participants will learn
industry best practices and strategies to create impactful CVs/resumes that
increase their chances of securing job opportunities.

Course Overview: The course provides a comprehensive understanding
of the CV/resume preparation process. Participants will learn how to
structure and format their CVs/resumes, highlight their key qualifications,
and tailor their documents to specific job requirements. Through practical
exercises and feedback sessions, participants will gain the confidence and
skills needed to create polished and attention-grabbing CVs/resumes.

Learning Objectives:

e Understand the purpose and importance of a well-crafted
CV/resume.

e Identify and highlight key qualifications, skills, and experiences
relevant to job applications.

e Learn different CV/resume formats and structures.

e Develop effective strategies for tailoring CVs/resumes to specific
job requirements.



Enhance writing skills to create concise and impactful CV/resume
content.

Learn how to incorporate keywords and optimize CVs/resumes for
applicant tracking systems (ATYS).

Gain insights into best practices for CV/resume design and layout.
Course Outcomes: By the end of the course, participants will be
able to:

Create professional and targeted CVs/resumes that effectively
showcase their qualifications and experiences.

Structure and format CVs/resumes in a clear and organized manner.
Tailor CVs/resumes to specific job requirements and industry
standards.

Write concise and impactful content for CVs/resumes.

Optimize CVs/resumes with relevant keywords for ATS
compatibility.

Demonstrate an understanding of effective CV/resume design and
layout.

Present a polished and professional image through their
CVs/resumes.

Syllabus with Modules (in hours):

Module 1: Introduction to CVV/Resume Writing (2 hours)

Importance and purpose of a CV/resume
Understanding target audiences and job requirements

Module 2:

CV/Resume Formats and Structures (4 hours)
Chronological, functional, and combination formats
Sections and order of information in a CV/resume
Identifying key qualifications and experiences

Module 3:

Tailoring CVs/Resumes to Job Requirements (6 hours)
Analyzing job descriptions and requirements
Customizing CVs/resumes for specific positions
Showcasing relevant skills and experiences

Module 4:

Writing Impactful CVV/Resume Content (8 hours)
Crafting a compelling professional summary or objective
statement



e Highlighting achievements and measurable results
e Describing responsibilities and experiences effectively
e Using action verbs and quantifiable details

Module 5:

e Optimizing CVs/Resumes for ATS (4 hours)
e Understanding applicant tracking systems (ATS)
e Incorporating relevant keywords and phrases
e Formatting considerations for ATS compatibility

Module 6:

e CV/Resume Design and Layout (4 hours)

e Choosing appropriate fonts, colors, and styles

e Organizing content with headings and subheadings
e Creating an aesthetically pleasing CV/resume layout
e Proofreading and editing for clarity and consistency

Sample Question Paper (50 Marks): (Note: The following sample
guestions are provided to give you an idea of the type and format of
questions. The actual question paper may vary.)

Section A: Multiple Choice Questions (20 marks)

1.What is the purpose of tailoring a CV/resume to specific job
.requirements? a) To make it longer and more detailed b) To highlight
irrelevant experiences ¢) To match the skills and qualifications sought by
employers d) To increase the chances of getting shortlisted for the job

2.What is the role of applicant tracking systems (ATS) in the recruitment
process? a) To interview candidates b) To select the best candidate for the
job c¢) To scan and filter CVs/resumes based on specific criteria d) To
negotiate job offers with candidates

Section B: Short Answer Questions (20 marks)

3.Explain the difference between a chronological and functional
CV/resume format.

4. Describe the importance of using action verbs in CV/resume
content.

Section C: Practical Exercise (10 marks) Read the job description provided
and create a tailored CV/resume for the position, highlighting relevant
qualifications and experiences.

e Job Description: Position: Marketing Coordinator Requirements:
e Bachelor's degree in Marketing or related field



e Minimum 2 years of experience in marketing or related roles
e Proficiency in digital marketing tools and platforms
o Excellent written and verbal communication skills

Note: The sample question paper provided is for illustrative purposes only.
The actual question paper may include additional sections or variations in
the number of marks allocated to each section.

16. CERTIFICATE COURSE IN ETIQUETTE AND MANNERS

Course Description: The 36-hour certificate course in etiquette and
manners is designed to equip participants with essential knowledge and
skills to navigate social and professional interactions with confidence and
grace. This course aims to enhance participants' understanding of proper
behavior, communication, and personal presentation, leading to improved
social relationships and professional success. Through interactive
sessions, role-plays, and practical exercises, participants will develop
etiquette skills applicable to various settings.

Course Overview: This course offers a comprehensive study of etiquette
and manners, covering various aspects of social behavior, communication,
and personal presentation. Participants will learn the fundamentals of
etiquette, effective communication techniques, and appropriate behavior
in different social and professional contexts. Through interactive activities,
discussions, and real-life simulations, participants will practice applying
these skills and gain confidence in various social and professional
environments.

Learning Objectives:

e Understand the importance and benefits of etiquette and manners
in social and professional contexts.

e Develop effective communication skills for interpersonal
interactions.

e Learn proper behavior and etiquette in different social and
professional settings.

e Enhance personal presentation, grooming, and appearance.

e Cultivate awareness of cultural differences and diversity.

e Build confidence and self-assurance in social and professional
situations.

Course Outcomes: By the end of the course, participants will be able to:

e Demonstrate proper etiquette and manners in diverse social and
professional settings.



e Communicate effectively and confidently in interpersonal
interactions.

e Exhibit appropriate behavior in various social and professional
settings.

e Present a polished and professional appearance.

e Show respect for cultural differences and diversity.

e Engage in social and professional interactions with confidence and
grace.

Syllabus with Modules (in hours):

Module 1: Introduction to Etiquette and Manners (2 hours)
Importance and benefits of etiquette and manners
Basic principles of good manners

Module 2: Effective Communication Skills (6 hours)
Verbal and non-verbal communication

Active listening and empathy

Assertiveness and tactful responses

Module 3: Social Etiquette (8 hours)

Introductions and greetings

Conversation skills and small talk

Etiquette in social events and gatherings

Etiquette in public spaces and transportation

Module 4: Business Etiquette (8 hours)

Professional introductions and networking skills
Email and telephone etiquette

Business meeting and presentation etiquette
Workplace communication and etiquette

Module 5: Dining Etiquette (6 hours)

Table manners and formal dining etiquette

Etiquette for casual and business meals

Handling utensils and dining etiquette in different cultures

Module 6: Personal Presentation and Appearance (4 hours)



Dressing appropriately for different occasions
Personal grooming and hygiene
Body language and posture

Sample Question Paper (50 Marks): (Note: The following sample
questions are provided to give you an idea of the type and format of
questions. The actual question paper may vary.)

Section A: Multiple Choice Questions (20 marks)

1.What is the purpose of practicing good etiquette and manners? a) To
show off b) To create positive impressions ¢) To be superior to others d)
To conform to societal norms

2.Which of the following is an example of non-verbal communication? a)
Writing a thank-you note b) Smiling ¢) Making a phone call d) Giving a
presentation

Section B: Short Answer Questions (20 marks)
Explain the importance of active listening in social interactions.
Describe three key elements of proper table manners

Section C: Scenario-based Questions (10 marks) Read the given scenario
and answer the questions based on the information provided.

Scenario: You are attending a business networking event. Discuss how
you would handle the following situations:

1. You are introduced to someone, but you forget their name shortly after. How
would you handle this situation?

2. During a business meeting, someone consistently interrupts and talks over
others. How would you address this behavior politely?

Note: The sample question paper provided is for illustrative purposes only.
The actual question paper may include additional sections or variations in
the number of marks allocated to each section.

17. CERTIFICATE COURSE IN FORMING VALUES IN LIFE AND CAREER

Course Description: The "Forming Values in Life and Career" certificate course is
designed to help individuals develop a strong foundation of values that can guide their
personal and professional lives. This course explores the importance of values, ethical
decision-making, and character development in various life and career contexts.



Participants will engage in interactive discussions, case studies, and reflective exercises
to enhance their understanding and application of values in practical situations.

Course Overview: This course is a comprehensive exploration of forming values in life
and career. It covers various aspects such as the significance of values, ethical
frameworks, the impact of values on decision-making, and strategies for personal and
professional growth. The course aims to provide participants with the knowledge and
skills necessary to make value-based choices and navigate ethical challenges
effectively.

Learning Objectives: By the end of the course, participants will be able to:

1.
2.
3.

4.
S.

Understand the importance of values in personal and professional contexts.
Identify and articulate their own values and how they influence decision-making.

Analyze ethical dilemmas and apply ethical frameworks to make informed
choices.

Develop strategies for integrating values into daily life and career pursuits.

Foster personal and professional growth through character development.

Course Outcomes: Upon completion of this course, participants will:

1.

4,
S.

Demonstrate a deep understanding of the role of values in shaping personal and
professional lives.

Apply ethical frameworks to analyze and resolve complex ethical dilemmas.

Develop a personal values statement that aligns with their life and career
aspirations.

Utilize strategies to integrate values into decision-making processes.

Exhibit enhanced character traits such as integrity, empathy, and resilience.

Syllabus with Modules and Hours:

Module 1: Introduction to Values and Ethics (4 hours)

Understanding values and their significance

Exploring different ethical frameworks

Module 2: Articulating Personal Values (6 hours)

Reflecting on personal values and their origins

Developing a personal values statement

Module 3: Values and Decision-Making (8 hours)

The impact of values on decision-making



« Ethical considerations in decision-making
Module 4: Ethics in Life and Career (8 hours)
« Ethical challenges in personal and professional contexts
« Ethical leadership and responsibility
Module 5: Character Development (6 hours)
« Nurturing character traits aligned with values
« Overcoming ethical dilemmas with integrity
Sample Question Paper (50 Marks):
Section A: Multiple Choice Questions (20 marks)

1. Which of the following best defines values? a) Beliefs held by a particular culture
b) Personal principles that guide behavior c) Rules enforced by society d)
Standards set by professional organizations

2. Ethical frameworks provide a systematic approach to: a) Avoid making decisions
b) Justify unethical behavior c) Evaluate ethical dilemmas d) Manipulate values
for personal gain

Section B: Short Answer Questions (20 marks)
1. Describe the process of articulating personal values.
2. Discuss the impact of values on decision-making in the workplace.

Section C: Case Study Analysis (10 marks) Analyze the given case study and identify
the ethical dilemmas involved. Propose a course of action based on ethical principles
and justify your decision.

Note: The above sample question paper is a representation and can be customized based
on the specific content covered in the course.

18. CERTIFICATE COURSE IN CAREER PLANNING

Course Description: The "Career Planning" certificate course is designed to assist
individuals in developing effective strategies for planning and managing their careers.
This course explores various aspects of career development, including self-assessment,
exploration of career options, goal setting, and job search techniques. Participants will
engage in practical exercises, self-reflection, and interactive discussions to enhance
their understanding of the career planning process and equip them with the necessary
skills to make informed career decisions.



Course Overview: This course provides a comprehensive overview of career planning,
focusing on the essential elements required to build a successful and fulfilling career.
Participants will learn about self-assessment techniques, explore various career paths,
create a career action plan, and develop job search skills. Through a combination of
theoretical knowledge and practical application, this course aims to empower
individuals to take proactive control of their career development.

Learning Objectives: By the end of the course, participants will be able to:

1.

Conduct a comprehensive self-assessment to identify their strengths, interests,
and values.

Explore various career options and make informed decisions based on their
personal goals.

Develop a career action plan that outlines short-term and long-term career
objectives.

Acquire job search skills, including resume writing, interviewing techniques, and
networking strategies.

Apply effective strategies for career advancement and continuous professional
development.

Course Outcomes: Upon completion of this course, participants will:

1.

Possess a clear understanding of their strengths, interests, and values as they
relate to their career choices.

Demonstrate the ability to explore and evaluate different career options based on
their goals and aspirations.

Develop a personalized career action plan that outlines concrete steps for
achieving their career objectives.

Apply effective job search techniques, including resume writing, interviewing
skills, and networking strategies.

Understand the importance of continuous learning and professional development
for long-term career success.

Syllabus with Modules and Hours:

Module 1: Self-Assessment (6 hours)

Identifying strengths, interests, and values

Assessing personality traits and aptitudes

Module 2: Exploring Career Options (8 hours)

Researching different career paths and industries



« Evaluating the alignment between personal goals and career options
Module 3: Career Action Planning (8 hours)
« Setting short-term and long-term career objectives
« Developing a career action plan
Module 4: Job Search Strategies (8 hours)
« Resume writing and cover letter preparation
» Effective interviewing techniques
« Networking and leveraging professional connections
Module 5: Career Advancement and Professional Development (6 hours)
» Strategies for career growth and advancement
« Continuous learning and skill development
Sample Question Paper (50 Marks):
Section A: Multiple Choice Questions (20 marks)

1. Which of the following is an important aspect of career planning? a) Identifying
career options randomly b) Ignoring personal strengths and interests ¢) Setting

unrealistic career goals d) Assessing personal values and interests

2. What is the purpose of a career action plan? a) To restrict career options b) To
evaluate job offers c) To outline steps for achieving career objectives d) To limit

professional development opportunities
Section B: Short Answer Questions (20 marks)
1. Explain the significance of self-assessment in career planning.

2. Discuss three effective job search strategies.

Section C: Case Study Analysis (10 marks) Analyze the given case study of a career
transition and provide recommendations for the individual based on their goals and

skills.

Note: The above sample question paper is a representation and can be customized based

on the specific content covered in the course.



19. CERTIFICATE COURSE IN HEALTH AND FITNESS FOR DAILY LIFE

Course Description: The 36-hour certificate course in health and fitness for daily life is
designed to provide participants with a comprehensive understanding of the principles
and practices necessary to maintain a healthy and active lifestyle. This course covers
various aspects of health and fitness, including exercise, nutrition, stress management,
and overall well-being. Through a combination of theoretical knowledge and practical
applications, participants will gain the necessary skills to make informed decisions
about their health and fitness routines.

Course Overview: The course is divided into various modules that focus on different
areas of health and fitness. Participants will engage in interactive discussions, practical
exercises, and case studies to enhance their learning experience. The course also
includes guest lectures from industry experts to provide additional insights and real-life
examples.

Learning Objectives:
« Understand the importance of health and fitness in daily life.
« Gain knowledge of various exercise techniques and their benefits.

« Learn about proper nutrition and dietary guidelines for maintaining optimal
health.

« Develop strategies for managing stress and improving overall well-being.

« Acquire practical skills to incorporate health and fitness practices into daily
routines.

« Explore the latest trends and innovations in the field of health and fitness.
Course Outcomes: By the end of this course, participants will be able to:

« Design and implement personalized exercise routines based on individual goals
and requirements.

« Make informed decisions about nutrition and create a balanced and healthy diet
plan.

o Apply stress management techniques to improve mental and emotional well-
being.

« ldentify and address common health and fitness challenges.
« Incorporate healthy habits into daily life and inspire others to do the same.

« Stay updated with the latest developments in the health and fitness industry.



Syllabus with Modules (in hours): Module 1: Introduction to Health and Fitness (2
hours)

« Importance of health and fitness in daily life
« Basic anatomy and physiology
« Assessing personal fitness levels
Module 2: Exercise and Physical Activity (8 hours)
« Types of exercise and their benefits
« Aerobic and anaerobic workouts
« Strength training and flexibility exercises
« Creating a personalized exercise routine
Module 3: Nutrition and Diet (6 hours)
« Macronutrients and micronutrients
» Balanced diet and portion control
« Meal planning and healthy eating habits
« Dietary guidelines for specific health conditions
Module 4: Stress Management (4 hours)
« Understanding stress and its impact on health
« Stress reduction techniques
« Relaxation exercises and mindfulness practices
« Creating a stress management plan
Module 5: Overall Well-being (4 hours)
« Importance of sleep and rest
« Maintaining mental and emotional health
« Strategies for improving self-care
« Enhancing overall quality of life
Module 6: Trends and Innovations in Health and Fitness (2 hours)
« Introduction to wearable fitness technology
« Online fitness resources and apps

« Emerging trends in the health and fitness industry



« Incorporating technology into health routines
Sample Question Paper (50 Marks): Section A: Multiple Choice Questions (20 marks)

1. Which of the following is an example of aerobic exercise? a) Weightlifting b)
Running ¢) Yoga d) Push-ups

2. What are macronutrients? a) Vitamins and minerals b) Fats, carbohydrates, and
proteins c) Water and fiber d) Sugars and artificial sweeteners

3. Which of the following is a stress reduction technique? a) Watching TV b) Deep
breathing exercises c¢) Consuming alcohol d) Engaging in intense physical
activity

Section B: Short Answer Questions (20 marks)
1. Explain the concept of "portion control™ in the context of a balanced diet.
2. Discuss two benefits of strength training exercises.
3. Describe three common stress management techniques.

Section C: Case Study Analysis (10 marks) Read the following case study and answer
the questions below:

Case Study: Rema is a 35-year-old working professional who leads a sedentary lifestyle
due to long hours at her desk job. She often feels tired, experiences frequent headaches,
and finds it difficult to concentrate. She wants to improve her overall health and fitness
but is unsure where to start.

Questions:
1. What are the potential health risks associated with a sedentary lifestyle?

2. Recommend three lifestyle changes Rema can make to improve her health and
fitness.

Note: This is just a sample question paper, and the actual question paper may vary based
on the course content and objectives.

20.CERTIFICATE COURSE IN ETHICAL DECISION MAKING

Course Description: The 36-hour certificate course in Ethical Decision Making is
designed to provide participants with a comprehensive understanding of ethical theories
and frameworks, and the skills necessary to analyze ethical dilemmas in various
contexts. Through interactive discussions, case studies, and practical exercises,
participants will develop the ability to make sound ethical decisions and apply ethical
principles to real-life scenarios.



Course Overview: The course covers key concepts and approaches in ethical decision
making. Participants will explore different ethical theories and frameworks, examine
ethical dilemmas in various contexts, and learn practical techniques for ethical decision
making. The course emphasizes the application of ethical principles to real-life
situations, enabling participants to navigate complex ethical challenges effectively.

Learning Objectives:

Understand the major ethical theories and frameworks.
Identify and analyze ethical dilemmas in different contexts.
Develop critical thinking skills for ethical decision making.
Apply ethical principles and reasoning to real-life scenarios.

Enhance ethical awareness and sensitivity in decision making.

Course Outcomes: By the end of this course, participants will be able to:

Explain the fundamental ethical theories and frameworks.

Recognize and evaluate ethical dilemmas from multiple perspectives.
Apply systematic approaches to analyze ethical problems.

Make informed and ethical decisions based on sound reasoning.

Demonstrate ethical awareness and sensitivity in various contexts.

Syllabus with Modules (in hours): Module 1: Introduction to Ethical Decision Making
(4 hours)

Ethics and morality: concepts and distinctions
The role of ethics in decision making
Ethical theories and their relevance

Ethical frameworks and decision-making models

Module 2: Ethical Theories (8 hours)

Deontological ethics
Teleological ethics
Virtue ethics

Consequentialist and non-consequentialist approaches

Module 3: Analyzing Ethical Dilemmas (12 hours)

Identifying ethical dilemmas



Stakeholder analysis and perspectives
Ethical decision-making frameworks

Ethical considerations in specific contexts (business, healthcare, technology,
etc.)

Module 4: Skills for Ethical Decision Making (8 hours)

Critical thinking and ethical reasoning
Balancing conflicting ethical principles
Ethical problem-solving techniques

Decision-making processes in ethical contexts

Module 5: Applying Ethical Principles (4 hours)

Real-life case studies and scenarios
Applying ethical principles to complex situations
Ethical decision making in professional contexts

Ethical leadership and influence

Sample Question Paper (50 Marks): Section A: Multiple Choice Questions (20 marks)

1.

2.

3.

Which ethical theory emphasizes the consequences of an action? a)
Deontological ethics b) Virtue ethics c) Teleological ethics d) Consequentialist
ethics

What is the primary focus of stakeholder analysis in ethical decision making? a)
Identifying the financial impact b) Assessing the legal implications c)
Understanding the perspectives of those affected d) Evaluating the public
relations consequences

What is a key component of critical thinking in ethical decision making? a)
Emotional bias b) Logical reasoning c) Personal preferences d) Cultural norms

Section B: Short Answer Questions (20 marks)

1.
2.

Explain the difference between deontological ethics and consequentialist ethics.

Provide an example of an ethical dilemma in the healthcare industry and discuss
the ethical considerations involved.

Describe a decision-making model that can be used to approach complex ethical
situations.

Section C: Case Study Analysis (10 marks) Read the following case study and answer
the questions below:



Case Study: You are a manager at a company that is facing financial difficulties. One
of your team members, who is also a close friend, has been involved in financial
misconduct.

The team member has embezzled company funds and is now seeking your help to cover
up the wrongdoing. As a manager, you are faced with an ethical dilemma.

Questions:
1. ldentify the ethical issues present in this case study.

2. Apply an ethical decision-making framework to analyze the situation and
propose a course of action.

3. Discuss the potential consequences of the decision you have proposed.

Note: This is just a sample question paper, and the actual question paper may vary based
on the course content and objectives.

21. CERTIFICATE COURSE IN EMOTIONAL INTELLIGENCE AND WELL-
BEING

Course Description: The 36-hour certificate course in Emotional Intelligence and Well-
being is designed to provide participants with the knowledge and skills to enhance their
emotional intelligence, self-awareness, and well-being. Participants will learn strategies
to develop empathy, improve social skills, cope with stress, and build resilience. The
course focuses on promoting positive relationships and overall well-being for personal
and professional growth.

Course Overview: This course covers essential concepts and practical techniques
related to emotional intelligence and well-being. Participants will engage in interactive
discussions, self-reflection exercises, role-plays, and case studies to deepen their
understanding and application of emotional intelligence principles. The course
emphasizes the development of practical skills for enhancing personal and interpersonal
well-being.

Learning Objectives:
« Enhance self-awareness and self-management skills.
» Develop empathy and improve social skills.
« Learn strategies to cope with stress and build resilience.
« Promote personal well-being and positive relationships.

« Apply emotional intelligence principles in various life domains.



Course Outcomes: By the end of this course, participants will be able to:
« Demonstrate self-awareness and self-regulation in different situations.
« Display empathy and effectively communicate with others.
o Apply stress management techniques and build resilience.
« Foster positive relationships and create a supportive environment.
« Implement strategies for personal well-being and improved mental health.

Syllabus with Modules (in hours): Module 1: Introduction to Emotional Intelligence (4
hours)

« Understanding emotional intelligence and its importance
» Assessing personal emotional intelligence levels
» Developing self-awareness and self-reflection skills
Module 2: Self-Management and Emotional Regulation (8 hours)
» Strategies for managing and regulating emotions
« Enhancing self-control and impulse management
« Goal-setting and time management for personal effectiveness
« Developing adaptability and flexibility
Module 3: Empathy and Social Skills (10 hours)
« Understanding empathy and its role in interpersonal relationships
« Active listening and effective communication techniques
« Building rapport and establishing trust
« Conflict resolution and negotiation skills
Module 4: Coping with Stress and Building Resilience (8 hours)
» Recognizing sources of stress and their impact
« Stress management techniques and relaxation exercises
» Developing resilience and bouncing back from setbacks
« Strategies for work-life balance and self-care
Module 5: Well-being and Positive Relationships (6 hours)
« Promoting personal well-being and life satisfaction

« Nurturing positive relationships and social support networks



« Cultivating gratitude and practicing kindness
« Creating a positive and inclusive environment
Sample Question Paper (50 Marks): Section A: Multiple Choice Questions (20 marks)

1. Which of the following is a characteristic of emotional intelligence? a) High 1Q
b) Ability to manipulate others ¢) Empathy and self-awareness d) Dominating
personality traits

2. What is an effective strategy for managing stress? a) Ignoring the stressors b)
Procrastinating to avoid stress ¢) Engaging in physical exercise d) Suppressing
emotions

3. What is the role of empathy in building positive relationships? a) It fosters
understanding and connection. b) It allows for manipulation and control. c) It
creates emotional distance from others. d) It promotes competition and rivalry.

Section B: Short Answer Questions (20 marks)
1. Define self-awareness and explain its importance in personal growth.

2. Discuss the concept of emotional regulation and provide an example of a strategy
to regulate emotions effectively.

3. How can active listening contribute to effective communication and relationship-
building?
Section C: Case Study Analysis (10 marks) Read the following case study and answer
the questions below:

Case Study: Rema is a team leader facing a conflict between two team members. They
have been assigned to work on a critical project, but they have differing opinions and
are constantly arguing, causing disruptions in the team. Rema wants to address the
conflict and restore harmony within the team.

Questions:

1. ldentify the emotional intelligence skills that Rema should utilize to address the
conflict effectively.

2. Propose strategies that Rema can employ to facilitate open communication and
resolve the conflict.

3. Discuss the potential benefits of resolving the conflict for the overall well-being
of the team.

Note: This is just a sample question paper, and the actual question paper may vary based
on the course content and objectives.



22.CERTIFICATE COURSE IN MINDFULNESS AND MENTAL HEALTH (

Course Description: The 36-hour certificate course in Mindfulness and Mental Health
provides participants with a comprehensive understanding of mindfulness practices and
their impact on mental well-being. Participants will learn techniques to cultivate
present-moment awareness, develop non-judgmental attitudes, manage stress, anxiety,
and depression, and apply mindfulness in their daily lives for improved mental health.
The course combines theoretical knowledge with practical exercises and encourages
participants to integrate mindfulness into their personal and professional lives.

Course Overview: This course introduces participants to the fundamentals of
mindfulness and its application in promoting mental health. Participants will explore
various mindfulness practices, develop skills for present-moment awareness and non-
judgmental observation, and learn strategies to manage stress, anxiety, and depression.
The course emphasizes the integration of mindfulness techniques into daily life to
enhance overall well-being.

Learning Objectives:
« Understand the concept and principles of mindfulness.
« Cultivate present-moment awareness and non-judgmental attitudes.

o Develop techniques to manage stress, anxiety, and depression through
mindfulness.

o Apply mindfulness practices in daily life for improved mental health.
« Enhance self-care and self-compassion through mindfulness.

Course Outcomes: By the end of this course, participants will be able to:
« Explain the concept of mindfulness and its benefits for mental health.

o Practice various mindfulness techniques for -cultivating present-moment
awareness.

« Apply non-judgmental observation to thoughts, emotions, and experiences.

« Utilize mindfulness strategies to manage stress, anxiety, and depression.

« Incorporate mindfulness into daily routines for improved mental well-being.
Syllabus with Modules (in hours): Module 1: Introduction to Mindfulness (4 hours)

« Understanding the concept and principles of mindfulness

« Exploring the benefits of mindfulness for mental health

« Introduction to mindfulness practices and techniques

Module 2: Cultivating Present-Moment Awareness (8 hours)



« Developing skills for focused attention and concentration

« Practicing mindful breathing and body awareness

« Cultivating mindful eating and sensory awareness

o Applying mindfulness to daily activities
Module 3: Non-Judgmental Observation (8 hours)

« Observing thoughts and emotions without judgment

« Developing self-compassion and acceptance

« Cultivating a non-judgmental attitude towards oneself and others

« Applying mindfulness to reduce self-criticism and enhance self-esteem
Module 4: Managing Stress, Anxiety, and Depression (10 hours)

« Recognizing stress, anxiety, and depression symptoms

« Mindfulness-based stress reduction techniques

« Cultivating emotional resilience and coping skills

« Applying mindfulness for anxiety and depression management
Module 5: Applying Mindfulness in Daily Life (6 hours)

 Integrating mindfulness into daily routines and activities

« Mindful communication and interpersonal relationships

« Enhancing work-life balance through mindfulness

« Developing a personal mindfulness practice plan
Sample Question Paper (50 Marks): Section A: Multiple Choice Questions (20 marks)

1. What is the primary objective of mindfulness practice? a) Achieving a blank
mind b) Controlling thoughts and emotions c¢) Cultivating present-moment
awareness d) Avoiding negative experiences

2. Which of the following is a technique for managing stress through mindfulness?
a) Engaging in excessive planning and worrying b) Avoiding difficult emotions
and situations c) Practicing deep breathing and body scan d) Engaging in
multitasking and distractions

3. What is the role of non-judgment in mindfulness practice? a) Criticizing oneself
for thoughts and emotions b) Comparing oneself to others in a negative way c)
Observing thoughts and emotions without evaluation d) Ignoring negative
experiences and emotions



Section B: Short Answer Questions (20 mar

1. Define present-moment awareness and explain its importance in mindfulness
practice.

2. How does non-judgmental observation contribute to reducing stress and
enhancing well-being?

3. Describe a mindfulness technique that can be used to manage anxiety.

Section C: Case Study Analysis (10 marks) Read the following case study and answer
the questions below:

Case Study: Joby is experiencing high levels of work-related stress, which is affecting
his mental health and overall well-being. He is finding it challenging to concentrate,
experiencing sleep difficulties, and feeling overwhelmed. Joby wants to explore
mindfulness as a potential tool to manage his stress.

Questions:
1. How can mindfulness practices help Joby manage his work-related stress?

2. Recommend specific mindfulness techniques or exercises that Joby can
incorporate into his daily routine.

3. Discuss the potential long-term benefits of mindfulness for Joby's mental health
and well-being.

Note: This is just a sample question paper, and the actual question paper may vary based
on the course content and objectives.

23.CERTIFICATE COURSE IN POSITIVE PSYCHOLOGY AND HAPPINESS

Course Description: The 36-hour certificate course in Positive Psychology and
Happiness provides participants with a deep understanding of the science of happiness
and well-being. Participants will explore the factors that contribute to a fulfilling life,
including positive emotions, character strengths, and virtues. They will learn practical
strategies to cultivate gratitude, develop a positive mindset, and promote happiness and
fulfillment in their personal and professional lives. The course combines theoretical
knowledge with experiential exercises to enhance overall well-being and life
satisfaction.

Course Overview: This course introduces participants to the principles and practices of
positive psychology, focusing on happiness and well-being. Participants will explore
the scientific research on positive emotions, character strengths, and virtues, and learn
how these factors contribute to a flourishing life. They will engage in experiential
activities, reflection exercises, and practical techniques to apply positive psychology
principles in their daily lives.



Learning Objectives:

« Understand the scientific foundations of positive psychology and its relevance
to happiness and well-being.

« ldentify and cultivate positive emotions, character strengths, and virtues.
« Practice gratitude and develop a positive mindset.

o Apply strategies for promoting happiness and fulfillment in personal and
professional life.

« Enhance self-awareness and self-care for improved well-being.

Course Outcomes: By the end of this course, participants will be able to:
« Explain the core principles and research findings of positive psychology.
« ldentify and leverage their own character strengths for personal growth.
« Cultivate gratitude and develop a positive mindset.
« Apply evidence-based strategies to enhance happiness and well-being.
« Foster positive relationships and contribute to a thriving community.

Syllabus with Modules (in hours): Module 1: Introduction to Positive Psychology (4
hours)

« Understanding the foundations of positive psychology

« Exploring the concept of happiness and well-being

o The role of positive emotions in flourishing
Module 2: Character Strengths and Virtues (8 hours)

« ldentifying and assessing personal character strengths

« Cultivating virtues and moral character

« Applying strengths in personal and professional contexts
Module 3: Positive Emotions and Well-being (8 hours)

» Exploring positive emotions and their impact on well-being

« Practices for enhancing positive emotions in daily life

« Harnessing positive emotions for resilience and coping
Module 4: Gratitude and Positive Mindset (8 hours)

« Practicing gratitude and appreciation

« Developing a positive mindset and reframing techniques



Overcoming negativity bias and cultivating optimism

Module 5: Strategies for Happiness and Fulfillment (8 hours)

Setting goals for happiness and life satisfaction
Cultivating positive relationships and social connections
Promoting flow and engagement in activities

Enhancing well-being through acts of kindness and service

Sample Question Paper (50 Marks): Section A: Multiple Choice Questions (20 marks)

1.

Positive psychology focuses on studying: a) Mental illnesses and disorders b)
The impact of negative emotions on well-being ¢) Human strengths and positive
aspects of life d) The influence of genetics on happiness

Gratitude is associated with: a) Increased stress levels b) Decreased life
satisfaction c¢) Improved psychological well-being d) Reduced social
connections

Flow is characterized by: a) A state of complete relaxation and passivity b)
Immersion in a challenging and enjoyable activity c) Feelings of boredom and
disengagement d) High levels of anxiety and stress

Section B: Short Answer Questions (20 marks)

1.

2.
3.

Define character strengths and provide an example of a commonly recognized
character strength.

How does practicing acts of kindness contribute to personal well-being?

Discuss the benefits of a positive mindset and its impact on resilience.

Section C: Case Study Analysis (10 marks) Read the following case study and answer
the questions below:

Case Study: Rema is experiencing a lack of fulfilment in her career and personal life.
She often feels unhappy and dissatisfied. Rema wants to explore strategies to increase
her overall happiness and find a sense of purpose.

Questions:

1.

Recommend practices that Rema can adopt to cultivate positive emotions and
well-being.

. Suggest ways for Rema to leverage her character strengths to enhance her

personal and professional life.

Discuss the potential benefits of setting meaningful goals for Rema 's happiness
and fulfilment.



Note: This is just a sample question paper, and the actual question paper may vary based
on the course content and objectives.

24. CERTIFICATE COURSE IN ETHICAL LEADERSHIP AND SOCIAL
RESPONSIBILITY

Course Description: The 36-hour certificate course in Ethical Leadership and Social
Responsibility provides participants with a comprehensive understanding of ethical
leadership principles and practices. Participants will explore the impact of leadership
on individuals and society, develop skills for ethical decision-making in leadership
roles, and learn strategies to foster social responsibility and ethical organizational
practices. The course combines theoretical knowledge with case studies and practical
exercises to equip participants with the necessary skills to become ethical leaders in
their respective fields.

Course Overview: This course delves into the principles and characteristics of ethical
leadership, emphasizing the importance of social responsibility in organizational
settings. Participants will examine the ethical implications of leadership decisions,
develop skills for ethical decision-making, and explore strategies for fostering a culture
of social responsibility within organizations. The course promotes critical thinking, self-
reflection, and ethical awareness to prepare participants to be effective and ethical
leaders.

Learning Objectives:
« Understand the principles and characteristics of ethical leadership.
« Recognize the impact of leadership on individuals and society.
« Develop skills for ethical decision-making in leadership roles.
» Foster social responsibility within organizations.
« Promote ethical organizational practices.
Course Outcomes: By the end of this course, participants will be able to:
« Explain the principles and theories of ethical leadership.
» Evaluate the ethical implications of leadership decisions.
o Apply ethical decision-making models to real-world scenarios.
» Foster social responsibility within organizational contexts.
« Develop strategies for promoting ethical practices in organizations.

Syllabus with Modules (in hours): Module 1: Introduction to Ethical Leadership (4
hours)



Understanding the concept and importance of ethical leadership
Exploring ethical theories and frameworks

Examining the role of ethical leadership in promoting positive outcomes

Module 2: Impact of Leadership on Individuals and Society (8 hours)

Examining the influence of leadership on followers and stakeholders
Identifying ethical challenges faced by leaders in various contexts

Assessing the consequences of ethical and unethical leadership

Module 3: Ethical Decision-Making in Leadership Roles (12 hours)

Understanding ethical decision-making models
Developing skills for moral reasoning and ethical judgment

Applying ethical principles to leadership dilemmas

Module 4: Fostering Social Responsibility (8 hours)

Defining social responsibility and its relevance to organizations
Developing strategies for promoting ethical practices within organizations

Encouraging ethical leadership at all levels of the organization

Sample Question Paper (50 Marks): Section A: Multiple Choice Questions (20 marks)

1.

Ethical leadership focuses on: a) Maximizing profits for the organization b)
Gaining power and authority ¢) Making decisions based on personal interests d)
Guiding others with moral values and principles

Which of the following is a characteristic of ethical leadership? a) Manipulation
and deceit b) Transparency and accountability ¢) Unilateral decision-making d)
Exploitation of resources

Social responsibility in organizations refers to: a) Prioritizing individual success
over collective well-being b) Minimizing environmental impact c¢) Contributing
to the welfare of society d) Promoting competition and market dominance

Section B: Short Answer Questions (20 marks)

1.
2.

Define ethical decision-making and explain its significance in leadership roles.

Discuss the role of communication in fostering social responsibility within
organizations.

Identify and explain one ethical leadership theory or framework.



Section C: Case Study Analysis (10 marks) Read the following case study and answer
the questions below:

Case Study: Alex, a CEO of a multinational corporation, is faced with a dilemma of
choosing between short-term profits and long-term sustainability. The company has an
opportunity to exploit natural resources in a developing country, which may result in
environmental damage and harm to local communities. Alex wants to make an ethical
decision that aligns with the principles of ethical leadership and social responsibility.

Questions:

1. Apply an ethical decision-making model to analyze the dilemma faced by Alex
as the CEO.

2. Discuss the potential consequences of choosing short-term profits over long-
term sustainability.

3. Propose an alternative course of action that demonstrates ethical leadership and
promotes social responsibility.

Note: This is just a sample question paper, and the actual question paper may vary based
on the course content and objectives.

25.CERTIFICATE COURSE IN PERSONAL VALUES AND LIFE PURPOSE

Course Description: The 36-hour certificate course in Personal Values and Life Purpose
Is designed to help participants explore their personal values, beliefs, and life purpose.
Through self-reflection, interactive activities, and practical exercises, participants will
gain clarity about their identity, meaning, and purpose in life. They will learn how to
align their goals and actions with their personal values, and create a roadmap for
personal growth and fulfillment. The course aims to empower participants to live a
purpose-driven and meaningful life.

Course Overview: This course takes participants on a journey of self-discovery,
focusing on personal values and life purpose. Participants will engage in introspective
exercises, discussions, and guided reflections to gain a deep understanding of their core
values, explore their identity, and uncover their life purpose. They will learn strategies
to set meaningful goals that align with their values and purpose, and develop a roadmap
for personal growth and fulfillment.

Learning Objectives:
« Reflect on personal values and belief systems.
« Explore identity, meaning, and purpose in life.

» Set goals aligned with personal values and life purpose.



« Create a roadmap for personal growth and fulfillment.
o Cultivate a sense of purpose and meaning in daily life.
Course Outcomes: By the end of this course, participants will be able to:
« ldentify and articulate their personal values and belief systems.
« Reflect on their identity, meaning, and purpose in life.
« Set meaningful goals that align with their values and life purpose.
« Develop a roadmap for personal growth and fulfillment.
« Cultivate a sense of purpose and meaning in their daily lives.
Syllabus with Modules (in hours): Module 1: Understanding Personal Values (4 hours)
« Exploring the concept of personal values
« Identifying and prioritizing personal values
« Aligning actions with personal values
Module 2: Exploring Identity and Meaning (8 hours)
» Reflecting on personal identity and self-concept
o Seeking meaning and purpose in life
« Uncovering personal passions and interests
Module 3: Discovering Life Purpose (12 hours)
« Examining the concept of life purpose
» Reflecting on personal strengths and talents
« Clarifying life purpose through self-reflection
Module 4: Setting Goals and Creating a Roadmap (8 hours)
« Setting SMART goals aligned with personal values and life purpose
« Developing an action plan for personal growth and fulfillment
« Overcoming obstacles and staying motivated
Sample Question Paper (50 Marks): Section A: Multiple Choice Questions (20 marks)

1. Personal values are: a) Fixed and unchangeable b) Determined by societal norms
c) Core beliefs and guiding principles d) Subject to external influences

2. Meaning and purpose in life are derived from: a) Material possessions b)
External validation and approval c) Personal values and passions d) Career
success and achievements



3. Setting goals aligned with personal values and life purpose helps to: a) Achieve
financial success b) Gain recognition and social status c) Create a sense of
fulfilment and satisfaction d) Conform to societal expectations

Section B: Short Answer Questions (20 marks)
1. Define personal values and explain their significance in shaping our lives.
2. How does self-reflection contribute to the exploration of life purpose?
3. Discuss the importance of aligning goals with personal values and life purpose.

Section C: Case Study Analysis (10 marks) Read the following case study and answer
the questions below:

Case Study: Rema is feeling lost and unfulfilled in her career. She wants to explore her
personal values and discover her life purpose.

Questions:

1. Suggest strategies for Rema to reflect on her personal values and belief systems.

2. Explain how Rema can explore her identity and meaning in life.

3. Recommend steps for Sarah to set goals aligned with her personal values and life
purpose.

Note: This is just a sample question paper, and the actual question paper may vary based
on the course content and objectives.

26. CERTIFICATE COURSE IN ETHICS IN TECHNOLOGY AND DIGITAL
CITIZENSHIP

Course Description: The 36-hour certificate course in Ethics in Technology and Digital
Citizenship explores the ethical considerations and responsibilities associated with the
use of technology and social media. Participants will examine topics such as privacy,
security, responsible online behaviour, digital addiction, and the ethical implications of
emerging technologies and artificial intelligence (Al). Through case studies,
discussions, and practical exercises, participants will develop a deeper understanding of
ethical decision-making in the digital realm and learn how to promote ethical practices
and digital well-being.

Course Overview: This course provides participants with a comprehensive
understanding of ethics in technology and digital citizenship. It explores the ethical
challenges and implications that arise from the use of technology, social media, and
emerging technologies. Participants will examine topics such as privacy, security,



responsible online behavior, digital addiction, and the ethical considerations
surrounding Al. The course aims to equip participants with the knowledge and skills to
make ethical decisions, promote responsible digital citizenship, and ensure the ethical
use of technology in their personal and professional lives.

Learning Objectives:

Understand the ethical considerations and responsibilities related to technology
and social media.

Analyze the impact of technology on privacy, security, and responsible online
behavior.

Recognize the signs of digital addiction and develop strategies for promoting
digital well-being.

Evaluate the ethical implications of emerging technologies and Al.

Apply ethical frameworks and principles to make informed decisions in the
digital realm.

Course Outcomes: By the end of this course, participants will be able to:

Identify and analyze ethical issues in the use of technology and social media.

Implement strategies for protecting privacy, ensuring security, and promoting
responsible online behavior.

Recognize and address digital addiction to promote digital well-being.
Evaluate the ethical implications of emerging technologies and Al.

Apply ethical frameworks and principles to make ethical decisions in the digital
realm.

Syllabus with Modules (in hours): Module 1: Introduction to Ethics in Technology (4

hours)

Understanding the intersection of ethics and technology
Examining ethical challenges in the digital age

Ethical decision-making in technology-related contexts

Module 2: Privacy, Security, and Responsible Online Behavior (10 hours)

Ethical considerations in data privacy and protection
Ensuring security and responsible use of technology

Digital citizenship and online ethical behavior

Module 3: Digital Addiction and Digital Well-being (8 hours)



« Recognizing the signs and consequences of digital addiction
» Strategies for promoting digital well-being and balance
« Ethical implications of technology's impact on mental health
Module 4: Ethics of Emerging Technologies and Al (10 hours)
« Exploring ethical considerations in emerging technologies
« Understanding the ethical implications of Al and automation
» Ethical decision-making in the context of emerging technologies
Sample Question Paper (50 Marks): Section A: Multiple Choice Questions (20 marks)

1. Which of the following is an ethical consideration in the use of technology? a)
Maximizing profits b) Protecting user data ¢) Gaining a competitive advantage
d) Exploiting vulnerabilities

2. Digital citizenship refers to: a) The legal ownership of digital assets b) The
responsible and ethical use of technology c) Promoting digital advertising
campaigns d) Controlling access to digital resources

3. Digital addiction can have negative impacts on: a) Social interactions and
relationships b) Productivity and efficiency c) Mental and emotional well-being
d) All of the above

Section B: Short Answer Questions (20 marks)
1. Explain the concept of responsible online behavior and provide examples.
2. Discuss the ethical implications of Al in decision-making processes.
3. Identify and explain one strategy for promoting digital well-being.

Section C: Case Study Analysis (10 marks) Read the following case study and answer
the questions below:

Case Study: Joby is a software developer working for a tech company. He discovers
that the company's software has a security vulnerability that could potentially
compromise user data. However, fixing the vulnerability would delay the release of the
software and impact the company's financial goals.

Questions:

1. Discuss the ethical considerations that Joby should take into account when
deciding how to handle the security vulnerability.

2. Analyze the potential consequences of both fixing the vulnerability and releasing
the software as is.



3. Recommend a course of action for Joby that aligns with ethical principles and
promotes responsible technology use.



