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1 Scope

These methodological guidelines regulate the procedure of the development and
certification of digital content, and is developed in accordance with the requirements
of RK ST 34.017-2005 “Information Technologies. Electronic edition.

This methodological instruction applies to all digital content created in the non-
profit joint-stock company "Karaganda Technical University named after Abylkas
Saginov" (hereinafter - NJSC "Karaganda Technical University named after Abylkas
Saginov")

2 General provisions

Digital content is a collection of entertainment, informational materials that are
distributed electronically through special channels for use on digital devices:
computers, tablets, smartphones.

The object of digital content should be digital, text, graphic, audio, video and other
educational information that is a collection of scientifically grounded facts, statements
and rules, as well as the properties and relationships of objects, phenomena and
processes studied within the framework of the training course.

Digital content should not contain the information that is directly inconsistent with
the achievement of educational goals, that is, not related to the content of the training
course, and distracting the user's attention.

The interface of digital content should be visual, understandable, unambiguous and
presented in a form that contributes to understanding the logic of functioning as a whole
and its individual parts, in order to prevent the user's wrong actions and provide him
with opportunities for feedback.

Digital content is provided in the open environment and is placed in global
computer networks using browser programs for work.

NJSC "Karaganda Technical University named after Abylkas Saginov' adopted the
following types of digital content:

- acomplex of video classes is a set of videos for a specific type of classes (lectures,
laboratory works, practical exercises, seminars, course work/project) supplemented
with diagrams, tables, photographs and video fragments illustrating the material
submitted, posted on the Internet.

- MOOC (Massive Open Online Course) is a training course with massive
interactive participation using e-learning technologies and open access to the Internet.
The main characteristics of MOOC are its openness, mass character, university-level
compliance, short videos, registration requirements, use of a learning management
system, automated testing, peer-to-peer assessment, interactive user forums,
certification. Thanks to MOOC, students can listen to lectures in advance, learn basic
concepts, and conduct classes in the form of discussions, debates and other interactive
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forms of learning. The process of creating MOOC is divided into three stages: planning,
developing and launching the course on the platform.

3 Requirements to the digital content composition

The video tutorials should include a title, a table of contents, a content. If these are
video lectures, then there must be questions for self-control and a list of recommended
literature.

The title should contain the output information: the department of the developer,
the information of the author, the topic, in which discipline it was developed and for
which specialties. The table of contents should show the structure and names of all
semantic learning units.

The content should contain the entire volume of educational material related to its
goals and objectives, and on which the final control of knowledge should be carried
out. The presentation of educational material should use scientific terminology and be
clear, accurate, complete and consistent.

MOOC should be broken down into relatively small, logically closed parts, sections
(modules). Each section is a standard educational product that includes a clearly
defined amount of knowledge and skills intended to be studied for a certain time
(weeks), or a credit unit. The average number of sections (modules) in MOOC is 5-8
(the maximum number of modules is 15).

The materials for each module must include the following:

1) 6-10 video lectures, each 7-9 minutes long;

2) a test aimed at assessing the level of understanding of the module materials;

3) homework supposing mutual assessment by students or work on a joint project;

4) an exercise.

Video lectures for MOOC should be specially designed and recorded taking into
account the specifics of online learning. The lectures are recorded using updated
technical and software tools, which make it possible to visually better explain the
concept of the lecture. The lectures should be accompanied by demonstration objects:
presentations, photographs, animations and other multimedia elements. A video lecture
must meet the following conditions:

» correspond to the content of the discipline's curriculum;

» consist of one or several parts no more than 7-9 minutes long (in order to estimate
the duration of the lecture needs to be worked out before being recorded on video, read
it aloud 2-3 times);

* not use material protected by copyright without reference to the source (music,
video clips, images and photos);

* use copyrighted material only from open sources (for example,
https://ru.depositphotos.com, https://pixabay.com), a link to this source is required.
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The link should be indicated next to each borrowed image (photo, table, infographics,
diagram, etc.);

« sound recording must be clean.

When studying each subsection to consolidate the knowledge of students, it is
necessary to provide tasks. Such tasks can be presented as test tasks. The number of
test items for each block of each subsection should not exceed 10. Automated testing
Is used in MOOC. This method allows quick processing thousands of tests without
requiring a teacher to be involved in the review.

MOOC can include a group project. As a part of the project, the interaction of
students is organized in a group form, when students work at solving common
problems in teams, and then post the work in the forum followed by its discussion and
evaluation by other participants.

4 Requirements to the digital content design

The design of digital content should contribute to the aesthetic and convenient
presentation of the educational material for its easy assimilation. In this case, the
number of words should be limited so that the volume of text material does not tire the
student.

Digital content must be accompanied by demonstration material, one of which is a
presentation. Presentation slides should have a clear structure for the corresponding
program. The number of slides approximately corresponds to the length of the report
in minutes (for one video recording in MOOC 7-15 minutes).

It is important to remember that a "presentation” is not the lecture text placed on
the slides of the corresponding program, but a way to visually present the educational
material. In the design of presentations, two blocks are distinguished: the design of the
slides and the presentation of information on them.

The slide design should:

1) maintain a consistent style for your slides;

2) try to refrain from using a colored background - this makes it difficult to read
and perceive the text, especially from the screen;

3) not to use shadows, as the clarity of information presentation decreases;

4) use animation capabilities;

5) take for one slide 1 minute on the average.

Graphics in digital content should be of secondary importance and facilitate easy
assimilation of educational material, and not distract from learning. It is necessary to
very carefully select drawings when publishing religious, political and other materials
related to national and cultural characteristics.

The presentation of information in MOOC is more clearly regulated than for video
tutorials. The requirements include the following:
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1) each slide should have a title (use short words and sentences, minimize the
number of prepositions, adverbs, adjectives);

2) the slide should have between 20 and 40 words (a reasonable maximum is 80
words);

3) use short sentences or phrases;

4) do not hyphenate words on slides;

5) do not use solid text on slides;

6) use numbered and bulleted lists (do not use the nesting level in lists deeper than
two);

7) use diagrams and diagrams;

8) use illustrations in the presentation that correspond to the stated topic (they
should not serve as a means of "attracting attention", but as a way to visually present
information);

9) fonts must be sans-serif: for headings at least 24, for information at least 18;

10) place no more than 10-15 lines of text on a slide;

11) do not use decorative, handwritten fonts for body text and headings.

5 Procedure of certification

During the academic year, teachers of NJSC "Karaganda Technical University
named after Abylkas Saginov" develop and submit digital content for certification in
accordance with the approved calendar plan.

To certify digital content and MOOCs, the head of the department sends an
appropriate memo - a petition (see Appendix A) in the electronic document
management system (hereinafter referred to as EDMS) Directum to the Department for
Transformation Assurance (hereinafter TAD) with the approval of the Chairman of the
Quality Assurance Committee (hereinafter QAC) of the faculty. TAD employees check
the functional and technical part of the digital content for compliance with the
established requirements. At the end of the check, a technical review is issued with a
detailed indication of the comments and recommendations to the authors. The term for
checking TAD digital content for MOOC:s, starting from the day of checking, is 3
working days, and for video lessons - 1 working day for each topic of the complex,
starting from the day of checking (the start date of the check does not correspond to the
date of receipt of the application, all video lessons and MOQOCs are checked in order
receipts). If necessary, the authors of digital content can track the process of checking
submitted works by viewing the application sent to the Directum EDMS in the Outbox
for approval folder (links to verified videos are highlighted in yellow if there are no
comments, red if they are). A review with a detailed indication of the comments is
posted on the website of the NJSC "Karaganda Technical University named after
Abylkas Saginov" http://www.kstu.kz/ in the section Education - Electronic Learning
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Resources - Status Log, which is notified to the head of the department in the EDMS
Directum upon completion of the check.

The term for the elimination of comments by the authors of digital content is 7
calendar days from the date of receipt of the review. In the case of the correct
elimination of all the shortcomings of the TAD, a certificate of the established form is
issued in the language of digital content development (see Appendix B). This
certificate is assigned an identification number and the certificate is signed by members
of the commission. The certificate is stamped.

6 Coordination, approval and implementation

Coordination, approval of this MG is carried out in accordance with DP X-01-2022
and is drawn up in the "Agreement Sheet" (Appendix B) by the coordinating
Representative of the Quality Management Zhetesova G.S., and the Member of the
Board - Vice-Rector for AV Temerbayeva A.M.

7 Ensuring Accessibility
Ensuring the availability of this Ml is carried out by posting on the website of NJSC

“Karaganda  Technical = University = named  after = Abylkas  Saginov”
(https://www.kstu.kz/norm/).

8 Storage
This MG must be stored in accordance with DP X-01-2022
9 Analysis and update

Analysis and updating of this MG should be carried out in accordance with DP X-
01-2022.
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Appendix A

(informative)

Petition form

To the TAD Director,
PhD Amirov A.Zh.

Of the department

Petition

| ask for certification Select the type of digital content called Enter the name in
the language of development by discipline(s) Enter the discipline in the language of
development for the specialty/educational program(s) Enter the code and "name™ in the
language of development.

Specify the type of classes in case of certification of a complex of video classes,
the class type, as well as the number of video classes to be taken in this discipline.
Number of video classes.

Provide the link(s) to MOOC on the Moodle platform or video tutorial on
cathedral Youtube channel. Place to insert links.

Authors:

Enter the name of the author 1.

Enter the name of the author 2.

Enter the name of the author 3.
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Appendix B
(mandatory)
F.MG-V-10-01
Certificate forms
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Ocsl cepTuurarnen «906iaKac CarbIHOB aTbIHAAFbI
Kaparanab! Texunkaiabik yHusepceuteri» KEAK:
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_ Kaenpackia 93ipieH ]

THicTi TeKCepy/IeH JKoHE TECTIICYIEH CITTi OTTi.
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Hacrosimum ceprudguxarom

HAO «KaparanauHckuii TeXHHYeCKUH YHUBEPCHTET

uMeHu Adbuikaca CaruHoBa» y10cToBepsieT:
MACCOBBIU OTKPBITHIN OHJIAUH-KYPC

Pazpaboran Ha xadenpe

VYenemno npomeén Haanexkallyo NIpoBEepKy U TECTUPOBAHHE.
Paspenraercs HCIOIBb30BAHUE B YUCOHBIX 3aHATUAX 110 AUCLUILIMHE

JUIsl CIIELUAIbHOCTH (-eii)/00pa3oBaTebHOM (-bIX) MPOrpaMMbl (-M)

YJIEHBI KOMUCCHUMU:
Henonnumenvhulit Oupexmop

(DHO)

(noonuce)

IIpeocedamens KOK ¢haxynomema

(@HO)

ABTOPBI:

(PHO)

(noomucs)

(PHO)

(noonice)

AOBO G o T P

(noonucs)
»
-
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Dd.MH-V-10-03

CERTIFICATE

Ne Wi id 20

NJSC “Abylkas Saginov Karaganda Technical University”
certifies hereby that:
MASSIVE OPEN ONLINE COURSE

Developed at the department of

~ successfully passed proper validation and testing.
It is permitted to be used in training sessions in discipline

for specialty(s)/educational program(s)

MEMBERS OF THE COMMISSION: THE AUTHORS:

Executive Director
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®d.MU-V-10-04

No AR 30550,

Ocbl cepruukarned «90iiKac CarbIHOB aTbIHIAFbI
Kaparanab! Texnukaibik yuusepcureti» KEAK:

BUJIEO CABAKTAP KEIIEHIHIH canbi

KadeapaceiHIa d3ipiaeH/Ii

TwuicTi TeKCepyaeH CITTi OTTi.

noHi OoiibIHIIIA OKY cabaKTapbiHIa
KOJIZIaHyFa pyKcar eTinesi

MaMaHbIFbI (-Tapbl)/0inim Oepy OaraapiaMacsl (- J1apbl) YIIiH KyoJaaHbIpaibl

KOMHUCCHUSA MYIIEJIEPI: ABTOPJIAP:

Amgapyuisl oupexmop
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D.MH-V-10-05

No " " 20558

Hacrosimuum ceprudukarom
HAO «KaparaninHcKHil TeXHHYeCKUI YHHBEPCHTET
nMeHH AdbLikaca CarmuHoBa» y10CTOBepsieT:
KOMILIEKC BUJIEOYPOKOB B koiuuecTBe _ BHJIE0

Paspaboran Ha kadenape

VYenenHo npomién Hauiekalyio poBepky . Paspenaercs ucrnonb3oBanue
B Y4EOHBIX 3aHATHUSAX TUIIA 10 JIMCHHMILUINHE

JUTSE CHICLMAJIBHOCTH (-eii)/00pa3oBaresibHOM (-bIX) MPOrpamMMsl (-M)

YJIEHBI KOMUCCHUH: ABTOPBI:
Hcnonnumenvrulii oupekmop

(PHO) = Y S0 53 @H0)

(noonucs)

(PHO)
IIpeoceoamens KOK ¢axynomema

(noonuch)

(DHO) (DHO)

(noonuce) (nodmice)
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D.MU-V-10-06

M ” ” 20

NJSC “Abylkas Saginov Karaganda Technical University”
certifies hereby that:
COMPLEX OF VIDEO CLASSES in the amount of video

Developed at the department of

successfully passed proper validation. It is permitted to be used in training
sessions in discipline

for specialty(s)/educational program(s)

MEMBERS OF THE COMMISSION: THE AUTHORS:

Executive Director
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Appendix C
(mandatory)
F.01-2022
Coordination sheet
Position Name | Date \ Signature |
|
: |
Quality management | Zhetesova G.S. | |

representative

Member of the Board - | Temerbayeva A.M. ' |
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