


Concept of digital literacy
Digital literacy is an individual's ability to find, evaluate, and communicate information using digital devices or digital media platforms, as well as the ability to navigate, evaluate, create, and communicate information in digital environments. Digital literacy combines technical and cognitive abilities; it includes using information and communication technologies to create, evaluate, and share information, and critically examining their social and political impacts. 
Digital literacy initially focused on digital skills and stand-alone computers, but the advent of the internet and social media use has shifted some of its focus to mobile devices.
Digital literacy is related to, but different from, other forms of literacy. Information literacy focuses on the ability to locate, evaluate, and utilize information through numerous formats. Media literacy refers to the ability to analyze and interpret media messages and their influence. In contrast, digital literacy integrates these competencies while also including the practical use of digital tools, participation in online environments, and the creation of digital content. This broader scope highlights the interactive and participatory nature of digital spaces. While media literacy and information literacy can play a role in one’s digital literacy, digital literacy refers to the digital platforms and the way information and messages are interpreted and conveyed. As digital technology has become more common, affordable, and portable, more and more people from all parts of society are starting to increase their online and digital participation.
A strong foundational understanding of digital literacy consists of five key pillars:
· Information & Data Literacy: Knowing how to effectively search for data, navigate the internet, and judge the credibility of online sources.
· Communication & Collaboration: The ability to share information, work with others remotely, and participate respectfully in online communities. 
· Digital Content Creation: The skill to build and format text, images, videos, or code, while understanding digital copyright and licensing.
· Digital Safety: Protecting your personal privacy, creating strong passwords, and recognizing online threats like phishing, scams, and malware.
· Problem-Solving: The cognitive agility to troubleshoot technical issues and adapt to new software or hardware as technology evolves.


Artificial intelligence (AI)
Digital literacy skills continue to develop with the rapid advancements of artificial intelligence (AI) technologies in the 21st century. AI technologies are designed to simulate human intelligence through the use of complex systems such as machine learning algorithms, natural language processing, and robotics. 
The introduction of AI presents a new media platform that requires the skill of digital literacy. Learning how to use Artificial Intelligence comfortably, in a productive manner, is part of that literacy, but does not make it up entirely. Digital literacy does not simply refer to the use of these technologies, but rather the practices, attitudes, and behaviors that it supports. Using Artificial Intelligence in practice, as a way of conveying and receiving information, separating truth from false, or creating new meanings and ideas, is an example of digital literacy. 
As these technologies emerge, so have different attempts at defining AI Literacy - the ability to understand the basic techniques and concepts behind AI in different products and services. Many framings leverage existing digital literacy frameworks and apply an AI lens to the skills and competencies


Concept of digital literacy.
Staying safe online requires building secure digital habits. Protect your data and privacy by using strong, unique passwords for every account, enabling multi-factor authentication (MFA), keeping your software updated, and avoiding public Wi-Fi for sensitive tasks like banking.
Top 5 Core Security Habits
· Strong Passwords: Never reuse passwords across sites. Use a trusted password manager like Bitwarden or 1Password to generate and store complex, unique credentials.
· Multi-Factor Authentication (MFA): Turn on MFA (using an authenticator app or hardware key rather than just SMS) wherever it is offered. This is your strongest defense against unauthorized logins.
· Software Updates: Always install the latest updates for your operating system, browser, and apps. These patches fix critical security vulnerabilities.
· Beware of Phishing: Treat unexpected emails, texts, or messages asking for personal information with extreme skepticism. Do not click on suspicious links or download unknown attachments.
· Public Wi-Fi: Avoid accessing financial accounts on unsecured public networks. If you must use public Wi-Fi, always route your traffic through a reliable Virtual Private Network (VPN). 

Advanced Privacy
· Limit Oversharing: Be highly selective about the personal details, locations, and schedules you post on social media platforms.
· App Permissions: Regularly review app and browser extension permissions. Delete apps you no longer use and revoke access to your camera, microphone, and contacts if they aren't strictly necessary.


Target groups
Digital literacy and safe internet programs focus on key target groups including children and youth, women, older adults, and rural communities. These groups face unique online risks and learning needs that require specific training frameworks.
Children and Students
· Age Group: Grades K-12, school children, and out-of-school youth.
· Core Focus: Identifying cyberbullying, understanding digital footprints, managing screen time, and recognizing secure websites or phishing attempts.
· Risk Factors: High exposure to online exploitation, inappropriate content, and data privacy breaches by apps.

Youth and Young Women
· Age Group: Young adults, dropouts, and young women in semi-urban or rural setups.
· Core Focus: Safe social media usage, protecting personal information, and building professional digital competencies.
· Risk Factors: Vulnerability to online harassment, scams, and digital identity theft.

Older Adults and Senior Citizens
· Age Group: Elderly populations new to digital tools.
· Core Focus: Navigating digital banking safely, recognizing online financial scams, and verifying credible news sources.
· Risk Factors: High susceptibility to financial fraud, phishing links, and tech support scams.
Rural and Remote Communities
· Demographics: Farmers, local artisans, and remote populations with expanding broadband access.
· Core Focus: Accessing e-governance portals, digital agricultural tools, online marketplaces, and basic cyber hygiene.
· Risk Factors: Isolation from tech support and low baseline awareness of data security standards.


Local Governance and Institutional Stakeholders
· Groups: Panchayat members, self-help group leaders, Anganwadi workers, and local government functionaries.
· Core Focus: Secure handling of citizen data, promoting e-governance, and cascading safety awareness to community members.
· Risk Factors: Breaches of sensitive local data and institutional susceptibility to malware. 
Outcomes
The primary outcomes of safe internet practices include robust data privacy, minimized risk of cyber scams, device protection from malware, and a healthier digital well-being. These habits empower users to participate fully in modern digital life—such as remote work and online banking—without compromising security.
By consistently applying best practices like using strong passwords, updating software, and recognizing phishing attempts, you achieve several tangible benefits:
· Financial and Identity Security: Prevents hackers from accessing sensitive banking information or committing identity theft.
· System Integrity: Shields personal devices from viruses, spyware, and ransomware that can corrupt files or disrupt daily productivity.
· Reputation Management: Protects personal and professional accounts from being hijacked to spread spam or malware to contacts.
· Psychological Well-being: Creates boundaries against cyberbullying, toxic online environments, and excessive screen time, particularly for younger users.


Research & Planning
Cyberbullying
Cyberbullying is bullying or harassment that happens using digital devices like mobile phones, computers, and tablets through text messages, apps, online forums, or social media.
Common Forms
· Harassment: Sending repeated mean, threatening, or abusive messages.
· Outing and Exposing: Sharing private photos, secrets, or embarrassing personal information to humiliate someone.
· Impersonation: Creating fake profiles or hacking accounts to send hurtful things pretending to be the victim.
· Exclusion: Intentionally leaving someone out of online groups, games, or chats.

Impacts and Signs
· Mental Health: Causes severe stress, anxiety, depression, and loss of self-worth.
· Behavioural Shifts: Sudden avoidance of phones or computers, drop in grades, or withdrawal from friends and family.

How to Get Help and Stop It
· Block and Report: Use built-in app tools to block the bully and report harmful content.
· Save Evidence: Take screenshots of messages or posts before blocking or deleting.
· Talk to Someone: Reach out to a trusted adult, parent, school counselor, or local support helpline.

Privacy
Privacy is the right to keep your personal life and data safe. It covers two main areas: personal space and digital data.
Personal Privacy
· Being alone: The right to be by yourself without people watching or bothering you.
· Personal life: Keeping your home, family, and private thoughts away from the public.




Digital Privacy
· Data control: Deciding who can see or use your photos, messages, and online activity.
· Safe browsing: Using private modes or tools to stop trackers from following you.

Digital Footprint
A digital footprint is the unique trail of data you leave behind when using the internet, split into active and passive types. It includes the things you post on purpose and the hidden information websites track.
Types of Digital Footprints
· Active: Data you share on purpose, like social media posts, photos, filled-out forms, and sent emails.
· Passive: Data collected without you noticing, like your IP address, search history, browsing habits, and location data.

Why It Matters
· Privacy and Safety: Large footprints make it easier for hackers to steal your identity or target you with scams.
· Reputation: Schools and future employers often look at public online data when deciding to accept or hire you.

How to Protect It
· Check Settings: Turn on strict privacy settings on social media and web browsers.
· Clean Up: Delete old accounts and apps you no longer use.
· Think First: Do not share personal details, like your home address or birth date, in public spaces online.

Misinformation
Misinformation is false or misleading information that is spread by mistake, without any plan to trick people. It is different from disinformation, which is a lie told on purpose to cheat or hurt others.

Key Types of False Information
· Misinformation: False facts shared by people who think they are true.
· Disinformation: Fake news made and shared on purpose to cause harm.
· Malinformation: True facts shared out of context just to hurt someone.

How to Stop It
· Check facts: Look at trusted news places and official websites.
· Think first: Do not share posts on social media before you know the facts are real.
· Look closer: Ask who made the claim and why they shared it.

Safe Browsing
Safe browsing is a security feature built into web browsers like Google Safe Browsing that warns you before you visit dangerous websites, download harmful files or fail for online scams. It protects your device and protect personal data from threats.

How it Protects Against
· Phishing: Fake websites that try to steal your passwords or personal details by looking like real ones.
· Malware: Harmful software, viruses or spyware that can damage your device or steal your data.
· Unwanted software: Deceptive downloads that change your settings without your permission.

How it works
· Lists of Bad Sites: Browsers check the websites you visit against a large, constantly updated list of dangerous web addresses.
· Real-Time Warnings: If a site or download looks unsafe, a large warning page pop up to stop you from going further.
· Different Protection Levels: Most browsers let you choose between standard protection (checking known list) and enhanced protection (real-time scanning for new threats).


Awareness campaign
Planning a digital literacy and safe internet campaign involves clear goal-setting, audience targeting, and structured execution. Key steps include defining clear objectives, identifying specific target groups, and deploying multi-channel educational activities.
Campaign Objectives & Goals
· Target Reach: Train at least 500 community members or students within a 3-month rollout phase.
· Skill Building: Ensure 80% of participants can independently identify phishing links, set secure privacy controls, and use official government or utility portals safely.
· Awareness Metric: Reduce vulnerability to basic online scams through practical training modules and local language safety guides.
Target Audiences & Tailored Focus
· School Students (Ages 10–17): Focus on cyberbullying prevention, digital footprint management, and balancing screen time.
· Elderly & Rural Residents: Focus on smartphone basics, safe UPI/financial transactions, and recognizing fake news.
· Women and Youth Groups: Focus on privacy settings on social media, reporting online harassment, and safe content sharing.
Core Action Activities
· Interactive Workshops: Conduct hands-on demonstrations using smartphones and laptops to navigate secure websites and government apps.
· Visual Media Distribution: Share local-language posters, short video skits, and infographics outlining strong password creation and scam warnings.
· Peer Ambassador Program: Train local student or youth leaders to act as digital champions who can continuously support their communities.
Evaluation and Monitoring
· Pre- and Post-Surveys: Measure the change in participant confidence and knowledge regarding online safety threats.
· Feedback Collection: Gather qualitative input from local community heads or school teachers to refine future workshop material.


Workshop Themes
Workshop themes for digital literacy and safe internet focus on core areas like online safety and privacy, critical thinking against misinformation, and responsible digital citizenship.
Online Safety and Data Privacy
· Strong Passwords: Creating complex credentials and avoiding shared codes.
· Scam Prevention: Recognizing phishing links, fake emails, and fraudulent texts.
· Personal Data Protection: Managing privacy settings and limiting shared private information.
Information Literacy and Critical Thinking
· Spotting Fake News: Fact-checking sources and identifying media bias.
· AI and Deepfakes: Understanding modern digital alterations and deepfake detection.
· Digital Footprint: Realizing how online actions affect future reputations.

Digital Citizenship and Well-being
· Cyberbullying Prevention: Cultivating empathy and reporting abuse or hate speech.
· Screen Time Balance: Managing digital habits to protect mental health.
· Practical Navigation: Safely using tools like digital payment systems and government portals.


Digital skills 
Email Etiquette
Email etiquette is the set of rules for polite, clear, and professional communication online, focusing on clear subject lines, a respectful tone, and mindfulness of the reader's time.
Key Rules of Email Etiquette
· Subject Lines: Write short, specific summaries so readers know the topic immediately.
· Greetings & Sign-offs: Use formal greetings (like "Dear") for new contacts and casual ones (like "Hi") for coworkers, and always close politely.
· CC and Reply All: Use CC to keep people informed, and avoid "Reply All" unless everyone needs your specific answer.
· Formatting: Keep paragraphs short and use bullet points to make long messages easy to read.

Common Mistakes to Avoid
· Vague phrasing: Leaving the subject line blank or writing "hello" with no context.
· All Caps: Typing in all capital letters, which looks like shouting.
· Forgetting attachments: Mentioning a file in your text but failing to attach it before sending.
· Rushing send: Typing the recipient's address too early by accident before the draft is finished.

Online Research
Internet research is the process of using online tools and digital platforms to find, gather, and check information. It includes using search engines, academic databases, and websites to answer questions or study a topic. 
Common Types of Online Sources
· Search Engines: Using tools like Google or AI helpers to find quick facts and general webpages.
· Academic Databases: Looking at digital libraries, research papers, and school journals.
· Public Data: Checking government pages, news sites, and market reports for true numbers. 
Important Steps for Good Research
· Plan Your Search: Pick good keywords and use clear phrases.
· Check the Source: Make sure the website or author is honest and right.
· Compare Facts: Look at more than one page to see if the information matches. 
Identifying fake news
Identifying fake news involves checking the source, reading beyond the headline, and verifying the facts. To spot misinformation quickly, look for three main things: suspicious web addresses, extreme emotional language, and a lack of coverage by real news groups. 
For a clear, quick guide on how to spot fake news and verify online stories:
Check the Source
· Look at the web address. Fake sites often use strange endings like .co or copy real site names with small spelling mistakes.
· Read the "About Us" section on the website to see if a real group or a real person takes responsibility for the text.
· Search online to see if the author is real and if they know a lot about the topic. 
Look at the Content
· Watch out for big, loud headlines written in ALL CAPS or using angry words.
· See if the story tries to make you feel very mad or very scared on purpose.
· Check the date. Old stories are often shared again as if they just happened today.
· Look for spelling errors and bad grammar. Real news goes through editors.
Verify the Facts
· See if other big, trusted news agencies are reporting the exact same story.
· Check if the article uses real quotes and names real experts instead of hiding behind "anonymous sources".
· Run the claim through a trusted fact-checking website before you share it with anyone else.



Using educational tools safely
Using educational tools safely requires protecting personal data, verifying information critically, and maintaining proper device boundaries. Key practices include keeping personal information private, using strong unique passwords, and cross-checking AI or online outputs. 
Privacy and Security
· Hide personal details: Never share your full name, home address, school name, or phone number on public or open learning forums.
· Use strong passwords: Create passwords with letters, numbers, and symbols, and never share them with peers.
· Protect accounts: Log out of shared or public computers and educational dashboards immediately after finishing your work. 
Smart and Ethical Use of AI and Digital Resources
· Treat AI as a partner: Use digital tools and AI assistants to understand concepts or brainstorm ideas rather than copying whole assignments or skipping original thought.
· Cross-check facts: Verify online information and AI-generated text using textbooks, verified class notes, or teacher guidance.
· Give proper credit: Cite your sources accurately to avoid plagiarism and respect copyright guidelines. 
Focus and Environment
· Limit distractions: Keep devices focused strictly on school tasks by avoiding social media and unauthorized apps during study time.
· Report strange behavior: Tell a parent, teacher, or trusted adult right away if a website, message, or online interaction makes you feel uncomfortable. 


Outcomes of Digital literacy & Safe Internet
Depending on the survey as conducted, we see active participation from the community as well as from the parents. They took initiative to help themselves free from scammers, hackers and from other different activities. Children experience significantly better developmental, academic, and safety outcomes.
Some of the outcomes are as follows:
Enhanced Online Safety
· Reduced victimization: Lower risk of online grooming and exploitation.
· Scam prevention: Fewer accidental downloads of malware or financial scams.
· Privacy protection: Better safeguarding of personal data and photographs.
· Appropriate content: Minimal exposure to violence or adult material.

Positive Mental Health
· Balanced screen time: Clear boundaries prevent internet addiction and sleep loss.
· Cyberbullying resilience: Higher likelihood of reporting bullying to parents early.
· Healthy self-image: Less toxic comparison with idealized social media profiles.
· Open communication: Reduced anxiety about making mistakes online.

Academic and Skill Growth
· Information literacy: Ability to distinguish fake news from credible sources.
· Advanced tech skills: Mastery of digital tools for creation, not just consumption.
· Better grades: Targeted use of educational technology boosts learning outcomes.
· Future readiness: Early development of essential career-ready digital skills.

Responsible Digital Citizenship
· Positive digital footprint: Clean online history protects future college and job chances.
· Respectful communication: Lower chance of participating in online harassment.
· Copyright awareness: Understanding of intellectual property and digital plagiarism.


Final Report
The Internet is a powerful tool, but it can also be dangerous if used carelessly. Learning about Internet safety is the first step to protecting yourself and making the most of the online world. By understanding how to guard your personal information, avoid harmful content and deal with threats like cyberbullying, you can explore the internet with confidence and responsibility. Digital literacy and safe internet use are vital survival tools today, empowering people to spot fake news, protect personal data, and use technology responsibly. Mastering these skills creates confident digital citizens who can safely enjoy the benefits of the online world.
Core Benefits
· Smart Choices: Knowing how to find real facts and ignore fake news.
· Data Security: Using strong passwords and avoiding online scams.
· Good Communication: Sharing and talking online in a safe, kind way.
Future Goals
· Learning Together: Schools and families must guide young users early.
· Open Access: Helping everyone get equal tech tools.


Sustainability Plan
A digital literacy and safe internet sustainability plan requires foundational skill-building, robust cybersecurity measures, community engagement, and green digital practices.
Core Pillars of the Sustainability Plan
Foundational Digital Skills
· Device Operation: Mastering basic hardware, mobile interfaces, and daily connectivity.
· E-Governance & Services: Accessing official portals, digital welfare, and online public utilities safely.
· Continuous Learning: Utilizing open web courses to adapt to evolving technological tools.
Internet Safety and Cyber Hygiene
· Data Privacy: Keeping personal identity markers, addresses, and private data off public forums.
· Threat Recognition: Identifying phishing links, social engineering ploys, and fraudulent pop-ups.
· Credential Strength: Using complex alphanumeric passwords and multi-factor authentication.
 Community and Ecosystem Integration
· Public Library Hubs: Strengthening local civic spaces as information and training centers.
· Inclusive Outreach: Tailoring programs specifically for rural populations, women, and elderly citizens.
· Critical Evaluation: Teaching users how to spot fake news and verify media sources.
Long-Term Environmental Sustainability
· Green IT Habits: Promoting energy-efficient device usage and reducing unnecessary data storage.
· Hardware Lifecycle: Encouraging the donation, repair, and recycling of old electronic equipment.


