Podcasting Template – From Research to Post-Production

Podcast Topic & Research Planning Form
Podcast Research Worksheet
Project Name: __________________________
Student(s): __________________________
Episode Title (Working): __________________________
A. Topic Focus
· What is the main topic of this episode?

· Why is this topic interesting or important?

B. Research Questions
List 3–5 questions your podcast will answer:
1. 
2. 
3. 
C. Sources (Minimum 3 credible sources)
	Source Title
	Author / Organization
	URL
	Key Info Used

	
	
	
	

	
	
	
	



✔ Circle sources that are:
· .edu / .gov / reputable news
· Books or interviews
· Primary sources
D. Key Findings (Bullet Notes Only)
· 
· 
· 

E. Podcast Format Decision Guide
Podcast Format Selection Form
Step 1: Number of Speakers
☐ One speaker (solo podcast)
☐ Two speakers (co-hosts or interview)
☐ Three or more speakers (panel/group)
Step 2: Podcast Style (Choose ONE)
☐ Informational – explains a topic clearly
☐ Interview – guest answers questions
☐ Story / Narrative – storytelling with structure
☐ Discussion / Opinion – debate or viewpoints
☐ Hybrid – mix of styles
Step 3: Why This Format Works for Our Topic


Step 4: Estimated Length
☐ 3–5 min
☐ 6–10 min
☐ 10–15 min
Why this length?


F. Episode Organization & Show Outline
Podcast Episode Outline
Episode Title: ___________________________________
1. Opening (30–45 seconds)
· Hook (interesting fact, question, quote): 

· Brief intro to topic: 

2. Main Segments
Segment 1 – Topic/Subtopic:
Key points to cover:
· 
· 
Segment 2 – Topic/Subtopic:
Key points to cover:
· 
· 
(Add more segments if needed)
3. Closing
· Summary of key ideas: 

· Final takeaway or call to action: 


4. Interview Planning Form (If Applicable)
Purpose: Teaches questioning and listening skills.
Interview Planning Sheet
Guest Name: __________________________
Guest Expertise: _______________________
Interview Goal
What do we want the audience to learn?

Prepared Questions
1. 
2. 
3. 
Follow‑Up Questions (if needed)
· 
· 

5. Recording Checklist (Pre‑Production)
Purpose: Prevents technical and performance issues.
Recording Day Checklist
☐ Quiet room
☐ Devices charged
☐ Microphone tested
☐ Script or outline ready
☐ Water nearby
☐ Practice run completed
Performance Reminder
☐ Speak clearly
☐ Avoid filler words (“um,” “like”)
☐ Pause between ideas
☐ Stay on topic

G. Post‑Production Editing Log
Editing Notes & Decisions
Editor: ______________________
Software Used: ________________
Content to Remove
	Time Stamp
	Reason (mistake, rambling, off-topic, etc.)

	
	

	
	



Enhancements to Add
☐ Music intro
☐ Music outro
☐ Sound effects
☐ Audio clips (credits required)
Notes:

Final Check
☐ Clear volume
☐ No long silences
☐ Appropriate language
☐ Content meets assignment goals

H. Episode Show Notes Template
Purpose: Teaches professional communication, summarizing, and citation.
Podcast Show Notes
Podcast Title: _________________________________
Episode Title: _________________________________
Episode Length: _______________________________
Episode Summary (3–5 sentences)


Time Stamps
· 00:00 – Introduction
· 01:45 – Main Topic Begins
· 05:30 – Key Point / Interview Clip
· 08:45 – Conclusion
Sources & Links
· 
· 
Credits
Hosted by: ________________________
Music / Sound Effects: ________________________

I. Optional: Student Reflection Form
Purpose: Encourages metacognition and accountability.
Podcast Reflection
What part of the podcast creation process was easiest for you? Why?

What was most challenging?

What would you improve if you made another episode?


