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Upskillfy Course
Preparation Guide
From your first idea to materials ready to upload
TUTOR RESOURCE  •  WORKED EXAMPLE: LEADERSHIP FUNDAMENTALS
You do not need to prepare everything at once. Start with what your learners need to achieve, divide it into small lessons, and build one lesson at a time.
This guide takes you through the work to complete before uploading your course. Use the Leadership Fundamentals examples as a model, then replace them with your own subject and examples.
What you will have at the end
•  A clear course plan, with learning outcomes, sections and lessons.
•  Finished teaching materials: lesson text or videos, plus useful learner resources.
•  An assessment with clear instructions and a way to judge the work.
•  Course listing details and organised files ready for the upload process.
Your seven steps
	Step
	What you prepare
	Page

	1. Define your course
	Audience, purpose and learning outcomes
	2

	2. Build the outline
	Sections, lessons and practice activities
	3

	3. Develop each lesson
	Teaching notes, examples and learner practice
	4–5

	4. Produce your materials
	Videos, documents and images
	6

	5. Create the assessment
	Task instructions and marking criteria
	7

	6. Prepare the listing
	Course information and lesson details
	8

	7. Organise and check
	A complete course folder ready to upload
	9



Make it yours: Complete the reusable planning worksheet on page 10. Duplicate its lesson section for every lesson you create.
When your materials are ready, use the Upskillfy Course Creation SOP for the dashboard upload steps.
Step 1  |  Define your course
Write a short course brief before making slides or recording videos. A course brief explains who you are teaching and what they should be able to do afterwards.
Start with these five decisions
	Decision
	Leadership Fundamentals example

	Who is it for?
	First-time team leaders, students coordinating group work, and people leading small community or workplace projects.

	What problem will it solve?
	Learners want to lead a small team but are unsure how to communicate, share tasks and handle disagreements.

	What must learners know already?
	No previous leadership training. They need a real or imagined team situation to use in the activities.

	What will the course help them do?
	Use basic leadership skills to guide a small team and create a practical team action plan.

	What is outside this course?
	Advanced organisational strategy, employment law and specialist management qualifications.



Write outcomes learners can demonstrate
A learning outcome describes something a learner can do after the course. Use action words such as identify, write, create or explain. “Understand leadership” is too broad to check.
By the end of Leadership Fundamentals, learners will be able to:
•  1. Identify two personal leadership strengths and one area to improve.
•  2. Write a clear team message that states a goal and invites others’ input.
•  3. Create a delegation plan with a task, owner, expected result, deadline and check-in.
•  4. Propose a fair, practical response to a team disagreement.
Upskillfy allows up to six course learning outcomes. This example uses four. Each outcome should be taught, practised and checked somewhere in your course.
Now prepare your own brief
Complete this sentence: “This course helps [type of learner] to [do something useful], even if they have [starting point or experience level].” Then write your course outcomes.
Before you move on: Save your course brief and outcomes in a document named Course_Plan.docx. Keep the promise small enough to deliver well.
Step 2  |  Build the outline
A section is a group of related lessons. A topic in the Upskillfy dashboard is an individual lesson. Put the easiest ideas first, then build towards the final task.
Example: three sections and six lessons
	Section / lesson
	What the learner practises
	Outcome

	1. Start with yourself
L01 • Everyday leadership
	Describe how a leader can help a small team work towards a shared goal.
	1

	L02 • Your strengths and values
	Identify two strengths and one improvement area, using examples.
	1

	2. Work well with people
L03 • Listen and communicate clearly
	Rewrite an unclear team message and ask a helpful question.
	2

	L04 • Feedback and disagreement
	Plan a calm response when two teammates disagree.
	4

	3. Help the team deliver
L05 • Delegate and follow up
	Create a task plan with an owner, result, deadline and check-in.
	3

	L06 • Bring your skills together
	Combine communication, delegation and reflection into a team action plan.
	1–4



Outcome numbers refer to the four learning outcomes on page 2. This is an example structure, not a required number of lessons.
Give every lesson one clear job
For each lesson, write one sentence beginning: “After this lesson, the learner can…” If you are trying to teach several unrelated skills, split them into separate lessons.
Add a small activity after the teaching: a question, short reflection, worked problem or practical task. Check that learners practise everything the final assessment will ask them to do.
Estimate time, then update it
For planning, six videos of about 10 minutes would give 60 minutes of viewing. Six 5-minute activities would add 30 minutes, and a final task might take 30 minutes: about 2 hours overall.
These are estimates. Measure your finished lessons and state viewing time and expected practice time clearly in the course description. Enter each topic’s actual duration when preparing the upload details.
Before you move on: Add your sections, numbered lessons, lesson objectives and practice activities to Course_Plan.docx.
Step 3  |  Develop each lesson
Prepare one complete lesson first. It helps you settle on a format before producing the rest of the course. A useful lesson teaches one thing, shows it in use and lets the learner try it.
Use this simple lesson recipe
	Part
	What to write or prepare

	1. Objective
	State the one action learners should be able to perform after this lesson.

	2. Opening
	Introduce a familiar problem and explain why the skill helps.

	3. Teaching
	Explain a few key points in plain language. Define unfamiliar terms.

	4. Example
	Show the skill in a realistic situation. Explain your choices.

	5. Practice
	Give learners a small task with clear instructions and an expected output.

	6. Check and recap
	Give a sample answer or checking criteria. Repeat the main idea and introduce the next lesson.



Decide how learners will receive it
•  Text: Write the full lesson so a learner can follow it without a video.
•  Video: Turn your teaching notes into a script or speaking outline. Prepare any slides or demonstrations you need.
•  Both: Prepare the video and supporting lesson text. Make sure they agree.
A slide deck supports your teaching. If it contains only headings, provide the explanation in your video or accompanying learner-facing text. Speaker notes can help you prepare that explanation.
Keep three pieces of writing separate
•  Short lesson description: One or two sentences explaining what the lesson covers.
•  Teaching content: The full explanation, example, practice and recap. This becomes your video and/or lesson text.
•  Resource instructions: Tell learners when to use a worksheet, what to complete and how to check their work.
Use your own examples and check facts before recording. Keep a source note for any borrowed information, and use only images, readings or other assets you have permission to share.
Before you move on: Save the lesson draft, activity and answer/checking notes. Use the worked lesson on the next page as a model, then repeat for the remaining lessons.
Worked lesson  |  Clear communication
L03 • A short written lesson example. Expand with further examples if making a longer video.
Lesson objective: Write a team message that states the goal, invites input and proposes a next step.
Short description: Practise listening to your teammates and writing a clear message that helps everyone agree on what to do next.
Teaching content
Imagine you are organising a career event. A teammate says, “We cannot finish this by Friday.” A quick response such as “Just get it done” gives you no information about the problem and may discourage them from speaking up.
Start by listening. Ask, “Which part is difficult to finish, and what is getting in the way?” Let the person explain. Summarise what you heard: “So the poster is ready, but you are waiting for the venue details. Have I understood correctly?” This checks your understanding before you offer a solution.
Then make your message clear. State the shared goal, invite useful input and agree on a next step. For example: “Our goal is to send the event invitations by Friday. What information or support do you still need? Please share any blockers by 2 p.m. today so we can agree how to finish.”
A clear message does not have to be long. It should help people understand the purpose and know how to respond. If you agree on a task, check that the person knows the expected result and when you will follow up.
Try it yourself
Rewrite this message: “Nobody is taking this seriously. Finish everything quickly.” Use the career-event situation. Include a clear goal, one question that invites input and a practical next step.
Sample response: “We need the event materials ready by Thursday so we can welcome participants on Friday. What is still outstanding, and what help do you need? Please update the task list by 3 p.m. today so we can agree the next actions.”
Check your answer: Does it explain the goal? Invite a response without blame? Give a useful next step? Your wording can be different if it meets these checks.
Recap: Listen first, check your understanding, then state the goal and agree what happens next.
Files to prepare for this lesson
•  L03_Clear_Communication.docx: Lesson objective, short description and full teaching content.
•  L03_Message_Practice.pdf: Practice prompt, answer space and the three checking questions.
•  If using video: record the lesson and note its actual duration. Prepare a lesson thumbnail with the same title.
Step 4  |  Produce your materials
Finish the teaching notes before recording. Use the equipment you already have if it produces clear audio, readable text and a steady picture.
Record a lesson in five actions
•  Prepare: Open your script or outline. Keep slides simple, with readable text and one main idea at a time.
•  Test: Record about 30 seconds. Play it back to check your voice, screen text, lighting and background noise.
•  Record: Teach one lesson at a time. Speak naturally, explain examples and tell learners when to pause for practice.
•  Edit: Remove long pauses and major mistakes. Check the beginning and ending. Keep lesson numbering consistent.
•  Review: Watch the finished file from beginning to end. Check sound and any on-screen text. Add captions or a transcript where possible.
Prepare useful downloads
A worksheet should have a title, short instructions, an example if needed, space to respond and a way to check the answer. Give each resource a purpose: avoid attaching material learners do not need.
Keep the editable original for future changes. Export a learner copy in a suitable format, such as PDF for reading or a spreadsheet when learners need to calculate or enter data.
Check the platform requirements
	Material
	Prepare before uploading

	Lesson video
	One clearly named file per video lesson; maximum 500 MB per lesson. File and Link source options appear in the dashboard. Test any video link you plan to use.

	Lesson documents
	PDF, DOC, DOCX, TXT, PPT, PPTX, XLS or XLSX; maximum 100 MB per document.

	Course cover
	JPG or PNG, at least 600 × 450 pixels. Use a 4:3 composition and check the crop so the title stays readable.

	Lesson thumbnail
	Prepare a relevant image for each topic. Use a consistent style and a clear lesson title where helpful.



For the example course, a cover can feature Leadership Fundamentals, a short descriptive subtitle and an image that represents people learning or working together. Use approved Upskillfy branding where available.
Before you move on: Open every finished video, document and image. Check readability, file size, naming and permission to use the content.
Step 5  |  Create the assessment
An assessment checks whether learners can use what you taught. Start with your learning outcomes, then write a task that produces evidence for each one.
Example learner task: lead a small team
Situation: You lead four volunteers preparing a career event in one week. Tasks are unclear, one item is late, and two teammates disagree about what to prioritise.
Task: Create a 1–2 page team action plan. Include all four parts below. Suggested completion time: 30 minutes.
•  Your leadership reflection: Identify two strengths you would use and one area you want to improve. Give one improvement action.
•  Your team message: State the shared goal, invite input and explain the next step.
•  Your delegation plan: List the task, owner, expected result, deadline and check-in for each key activity.
•  Your response to disagreement: Explain how you would hear both views, agree priorities fairly and confirm the next action.
Suggested tutor marking guide
	Criterion
	Mark “Ready” when…

	Self-awareness • Outcome 1
	Two relevant strengths and one improvement area are identified, with a practical improvement action.

	Communication • Outcome 2
	The message gives a clear goal, invites input and identifies a next step.

	Delegation • Outcome 3
	The plan includes tasks, owners, results, deadlines and check-ins that fit the situation.

	Handling disagreement • Outcome 4
	The response considers both views and proposes a fair, practical next action.



For this example, mark each criterion Ready or Needs improvement, give one useful feedback note and allow revision where needed. This is a suggested tutor approach; confirm any required completion or certificate rules with Upskillfy.
Make the task usable before sharing
The learner document needs submission instructions: what file to submit, where to send it, any deadline, who reviews it and when to expect feedback. Confirm these arrangements before making promises to learners. Keep private marking notes separate from the learner document.
If you choose Certificate: Yes, the dashboard requires a public assessment document link. Open that link in a private browser window to check that learners can view it without requesting access.
Before you move on: Save the final learner assessment and your marking guide. Fill in every instruction and test the link before uploading.
Step 6  |  Prepare the listing
Collect your course information in Course_Listing.docx so you can copy it into the dashboard without rewriting it during upload.
Course details for the worked example
	Field
	Example or decision to prepare

	Title / level / language
	Leadership Fundamentals / Beginner / English

	Category
	Choose the closest available category, such as Career Development if listed.

	Tags
	Leadership; teamwork; communication. Enter each tag separately in the dashboard.

	Total length
	Confirm the finished course length. Record viewing time and estimated activity time separately in your planning notes.

	Learning outcomes
	Use the four outcomes on page 2. Keep the listing consistent with what you teach and assess.

	Course cover
	Final JPG/PNG cover with the crop and text checked.

	Pricing / certificate
	Decide Free or Paid; prepare a price in Nigerian naira if paid. Decide whether a certificate is offered and prepare the assessment link if Yes.

	Mentorship link
	Prepare this only if mentorship is part of the course and the arrangements are confirmed.



Example full course description
Leadership Fundamentals helps first-time team leaders, students and community organisers practise the skills needed to guide a small team. No previous leadership training is required.
Across six lessons, you will explore everyday leadership, reflect on your strengths, practise listening and clear communication, respond to disagreement, and plan how to delegate tasks and follow up. Short activities help you apply each idea to a realistic team situation.
You will finish by creating a team action plan for a career-event scenario. Prepare to reflect, write short responses and practise with a real or imagined team.
Prepare a record for every topic
Record the section, lesson title, short description, level, actual duration, thumbnail and type (Text, Video or Both). Add the full lesson text for Text/Both, the video file or link for Video/Both, and the names of any supporting documents.
Before you move on: Check that your description matches the finished materials. Add accurate timings and confirmed assessment arrangements before publication.
Step 7  |  Organise and check
Keep everything in one course folder. Number lessons in teaching order, and use the same lesson number across videos, documents and images.
Example course folder: Leadership_Fundamentals
	Subfolder
	What to keep inside

	01_Planning
	Course_Plan.docx and Course_Listing.docx

	02_Lessons
	L01_Everyday_Leadership… through L06_Team_Action_Plan…; lesson text, video files and a record of durations

	03_Learner_Resources
	Numbered worksheets and other learner downloads, such as L03_Message_Practice.pdf

	04_Assessment
	Learner task, submission instructions and assessment link; keep tutor-only marking notes clearly separate

	05_Images
	Course cover and numbered lesson thumbnails

	06_Editable_Originals
	Original slide decks, scripts, graphics and working files for later updates



Your ready-to-upload checklist
□  My audience, prerequisites and course promise are clear.
□  Every outcome is taught, practised and checked.
□  Sections and lessons are complete and in the correct order.
□  Each lesson has teaching content, an example, practice and a recap.
□  Videos play correctly; audio and on-screen text are clear.
□  Resources open correctly and include instructions.
□  The assessment has a task, submission instructions and marking criteria.
□  Any learner links work without an unexpected access request.
□  Images, file sizes, durations and listing details have been checked.
□  I have permission to share the materials, and tutor-only notes stay private.
Ask one person to try a lesson: Can they follow the explanation, complete the activity and tell what they should do next? Improve anything that caused confusion.
Next: Open the Upskillfy Course Creation SOP. Use your listing document for Basics, Listing and Pricing; your lesson files for Curriculum; and your checklist for the final review.
Your course planning worksheet
Replace the prompts below with your own answers. This page is editable in Word. Duplicate the lesson plan for each lesson; the document will expand as you type.
My course brief
Course title: [Write your title.]
Who it is for: [Describe the learner and their starting point.]
Problem and promise: [What will this course help them do?]
Prerequisites: [What knowledge, equipment or materials do they need?]
Learning outcomes: [List up to six actions learners can demonstrate.]
Sections and lesson titles: [List the teaching order.]
Final assessment: [What will learners produce, and how will you judge it?]
Submission and feedback: [Where, when, reviewer and feedback timing.]
My lesson plan — copy for every lesson
Lesson number, title and section: [Complete all three.]
Objective and course outcome: [After this lesson, learners can…]
Short lesson description: [One or two sentences for the dashboard.]
Format and duration: [Text / Video / Both; estimate now, confirm later.]
Opening and teaching points: [Introduce the problem; explain the key ideas.]
Worked example: [Show how the skill is used.]
Learner practice: [Write the instructions and expected output.]
Answer or checking criteria: [Explain how learners can check their work.]
Recap: [What should the learner remember?]
Files and source notes: [List video, text, downloads, thumbnail and sources.]
Complete one lesson → review it → repeat the process → use the checklist on page 9.
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