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DEVELOP SKILLS FOR COMMUNITY RADIO AND EMPLOYABILITY
COURSE BOOK
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 LEARNER NAME ………………….
COMMUNITY RADIO WELCOMES YOU! 

This course book forms part of your Develop Skills for Community Radio and employability training course.  To complete this course you will need to attend skill-based workshops and you will complete this course book as part of your training.
During this training you will develop your skills and raise your confidence in:

· radio presenting and production 
· communicating and working with others

· researching/ searching for jobs, 
· using ICT and digital media , 
· Interviewing and being interviewed
By the end of this training you will have produced your own radio segments, learnt about conducting an interview, planning and putting together a feature and presenting information clearly.

Content for this course was devised by: Sylvia Hills, John Retallick, Christine Brennan and Damian Payton - 2003, 2004. Reviewed and updated – Sylvia Hills and Anne Harbin – 2006.  Reviewed and updated –Anne Harbin – 2009. Adapted for employability training Helen Manchester 2011 All material in this work book is © Radio Regen.  

Workshop One:
About me

Activity One: List your hobbies, experience and achievements relevant to an employer
	Hobbies
	Experience
	Achievements

	
	
	


Consider and write down your:
Hopes for the course:

Hopes for the future:

Activity Two: Reflecting on the course

As part of the learning on this two week course we’d like you to spend some time each day thinking about what you’ve learnt and how you feel about that learning.  This helps you to enjoy the course more, talk about your experiences and learn more about yourself as you go along.

You can do this in a variety of ways:

· before leaving each day interview another participant, using an audio recorder or a video camera about their experiences of the day/ what have they learnt/ what did they feel about the session? NB make sure they are happy to be interviewed before you do this

· look at the course blog and add any comments you have or things that you could add from your own experiences

· keep a diary, write a few sentences (or draw something, or express in any other way) each day about ‘what you’ve learnt’ and ‘how you feel about your experiences that day’

Radio style and content – targeting listeners
Activity Three:

Listen to the clips that your tutor plays and then study the following: list: 
Virgin Radio; Key 103; 1Xtra; Galaxy; Century, Radio 1; Radio 4; BBC GMR; Radio 3; Radio 2.

List below the station names in the order they are played.

	Clip
	Station
	Target Audience/Lifestyle/ages

	1

	
	

	2

	
	

	3
	
	

	4

	
	

	5

	
	

	6

	
	

	7

	
	

	8

	
	

	9

	
	

	10

	
	


Activity Four:  What are the main aspects of these different radio sectors?

1. Government/Public (BBC):   

_______________________________________________________________

_______________________________________________________________
_______________________________________________________________
_______________________________________________________________
2. Commercial: 
________________________________________________________________
________________________________________________________________
________________________________________________________________
________________________________________________________________
3. Community:

________________________________________________________________
________________________________________________________________

________________________________________________________________
________________________________________________________________
Activity Five:
	For each of the icons below, identify which of the three categories (‘commercial’, ‘public’ or ‘community’) they are most likely fall: 

	Radio Category
	Icon
	Reason
	Score
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	Enterprise Plus
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	Desert Island Discs
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	Women’s Hour
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	The Today Programme
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	Total Score
	


Planning - what can influence your programme style?
Activity Six:  Your tutor will split you into groups and ask you to have a planning meeting for either a Breakfast or Drivetime show, with at least one segment that focuses on employability.  Complete the following in your group:
1)  What type of show have you been asked to plan?
Breakfast/Drivetime (please circle the show you are planning).

2)  Who do you think will listen to your show?

_______________________________________________________________________________
_______________________________________________________________________________

3)  What type of music would you play on your show? 

4)  What presenter style would you choose?

5)  What could you call your show?  Think of three ideas.

a.
b.

c.

Ideas for programme content:
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Activity Seven:  You’ve been asked to produce a 30-minute magazine show for an unemployed audience at 2.30pm on a weekday afternoon.  Which of these features would you think about including in the show?  Take into account the timeslot, the audience, and the length of the show. 

(circle the features you might choose)


Workshop Two:

Team work and diversity

Activity One:  What does it feel like to be discriminated against?

Get into small groups and talk about the effect of being in a minority (being an O).
Use this box to make any notes.

THINK ABOUT IT!





·  What’s it like being the 
         only ‘O’? 

·  what pressures do you think ‘O’s
         are under?

·  have you ever been an ‘O’ 
         and if so how did it feel?

· the station?




Then, talk about the effects of being in the majority (being an X).
Use this box to make any notes.

THINK ABOUT IT!





· can you imagine being an ‘X’?

· what pressures do you think
             ‘X’s are under?

· How have you felt when you 
              have been in an environment
              where you are an ‘X’?
Activity Two:  Can you think of a situation where someone was treated less fairly?  


What could you have done about it?

1.  ________________________________________________________________________

2.  ________________________________________________________________________

What can you do to make sure people are treated fairly at the Radio Station?

1.  _______________________________________________________________________

2.  ________________________________________________________________________

Characteristics of effective teams
Activity Three:  What do you think makes a team work well together?

Make a list:

1.  _________________________________________________________________________

2.  _________________________________________________________________________

3.  _________________________________________________________________________

4.  _________________________________________________________________________

Team work 

Activity Four:  Group activity – moon landing

You are a member of a space crew originally scheduled to rendezvous with a mother ship on the surface of the moon.  Due to mechanical difficulties, your ship was forced to land 200 miles from the meeting point.  During landing, much of the equipment on board was damaged and, since survival depends on reaching the mother ship, the most critical items must be chosen for the 200 mile trip. 

Below are listed the 15 items left intact and undamaged after landing.  Your task is to rank order them in terms of their importance to your crew in allowing them to reach the rendezvous point.  Place number 1 against the most important and so on, through to number 15, the least important.  You have 20 minutes to complete this exercise working together as a group.
Actual
Group
_______
_______
box of matches

_______
_______
food concentrate

_______
_______
50 feet of nylon rope

_______
_______
parachute silk

_______
_______
portable heating unit

_______
_______
two 45 calibre pistols

_______
_______
one case of dehydrated milk

_______
_______
two 100lb tanks of oxygen

_______
_______
Stellar map (the moon’s constellation)

_______
_______
Life raft

_______
_______
Magnetic compass

_______
_______
Five gallons of water

_______
_______
Signal flares

_______
_______
First aid kit

_______
_______
Solar powered FM receiver-transmitter
Radio guidelines - It’s the law you know!

Activity Five:  Describe the four main points you should check before going on air to ensure that you do not broadcast libel (broadcast defamation):
Before saying anything on air I should consider whether my comments will …………………….  
1.  _________________________________________________________________________

2.  _________________________________________________________________________

3.  _________________________________________________________________________

4. _________________________________________________________________________

Write the name of the media regulator in the UK here:
     ________________________________________________________________________
Why does your community radio station have to have a policy that dictates station practice?  Discuss this with your tutor and the group – then put 3 reasons underneath:
     1.  _____________________________________________________________
     2.  _____________________________________________________________
     3.  _____________________________________________________________
You can’t say that – can you?

Activity Six:  Your tutor will have split you into pairs and given you one of the following questions:

1) Any kids that live under a T-mobile phone mast 
           will end up with two heads!





YES/NO
2)
David Beckham is as thick as my granny’s glasses!

YES/NO

3) England didn’t win the world cup because the 
other teams were better.






YES/NO

4) I heard the Post Office had been robbed again -
           probably the kids from Benchill.




YES/NO

5)       Harold Shipman is a murderer!





YES/NO

6)      The burgers at McDonalds are like eating

           dogs’ chew toys.







YES/NO

Write the question you have been given here:

__________________________________________________________________________________
__________________________________________________________________________________

In your pair decide whether you can say this (circle your answer):        YES/NO

In your pair discuss why you have chosen the above answer and write your reasons down here:

__________________________________________________________________________________

__________________________________________________________________________________
During the group discussion at the end of this activity re-visit the questions above and circle yes or no against each one.
Workshop Three:

Research Sources: there are many different ways of researching for a radio show, and also for searching for jobs
Where can you get your research material/ find out about employment opportunities?
Friends, acquaintances,





Job Centre Plus


word of mouth






and other agencies




                                                                                                 

   Online searches



  


Newspapers,
                                                                                                
magazines

                                            TV/ radio programmes                                                

Activity One:  Can you think of any other sources?

1.






3.







2.






4.




______
Each research source has its own advantages & disadvantages
Activity Two:  Think about the two following sources for job searching.  List the advantages and disadvantages of each method:

	Job Centre Plus:
	Internet:



	Advantages:
	Disadvantages:
	Advantages:
	Disadvantages:

	
	
	
	


  Write Feature links
Activity Three:   Write a one-minute script for a ‘job vacancy’ slot.  When you are writing this guide ask yourself the following questions:

Does it give all the necessary information (job description, how to apply, hours, wage)?

Does it give a taste rather than a full description?

Is it aimed at a varied audience?

Does it sound interesting/ appealing?

Is it timed correctly?

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………. continue on next page 

continued ….…………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………
…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

…………………………………………………………………………………………………………

Workshop Four:

Planning and scripting
Activity One:  List four reasons why you should have a running order:


1.






3.

2.






4.

Give some examples of what you should include in a running order:

1.






3.







2.






4.







5.






6.







The importance of presenter links

Why should you use presenter links?
_____________________________________________________________________________
______________________________________________________________________________
Presenter Links
Activity Two:  
Think about the person you would most like to interview.  Write an effective presenter link to introduce that person.  When you are writing this presenter link ask yourself the following questions:
Does it grab the attention of the listener?

Does it set the scene?

Does it deliver important information?

Does it trigger the imagination?

Does it have short self-contained sentences?

Does it summarise – but not give the game away?

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

…………………………………………………………………………………………

Developing Running Orders
Activity Three:  Work with your group to develop a running order for a one hour radio programme.  The running order should include all essential elements; timings, news on the hour, jingles, promos, weather, travel etc.

Programme Title …………………………..

Transmission Date …………………………

Time …………………………………………

Duration …………………………………….

	Time:


	Item:
	Duration:
	Source:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	












continued ………….

………….continued

	Time:


	Item:
	Duration:
	Source:

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Workshop Five:

Interview Styles
Activity One:  Your tutor will play you excerpts from four different interviews.  Listen carefully and list what style of interview you think each clip is.
	Interview clip 1:

	

	Interview clip 2:

	

	Interview clip 3:

	

	Interview clip 4:

	


Questions, questions, questions!

Activity Three:  Give three examples of ‘open’ questions (questions that ask for more than a simple ‘yes’ or ‘no’ answer from the interviewee).

1.  ________________________________________________________________________

2. ________________________________________________________________________

3.  _________________________________________________________________________

Activity Four:  Give three examples of an ‘invitation to speak’.

1.  _________________________________________________________________________

2.  _________________________________________________________________________

3.  _________________________________________________________________________

Activity Five:  Give three examples of ‘closed’ questions (these ask for simple ‘yes’ or ‘no’ answers).

1.  _________________________________________________________________________

2. _________________________________________________________________________

3. __________________________________________________________________________

Your tutor has split you into pairs and given each pair a different scenario.  In your pair create five effective questions for each scenario.

Write your scenario here ……………………………………………………….

……………………………………………………………………………………….

……………………………………………………………………………………….

……………………………………………………………………………………….

……………………………………………………………………………………….

Question 1 …………………………………………………………………………

……………………………………………………………………………………….

Question 2 …………………………………………………………………………

……………………………………………………………………………………….

Question 3…………………………………………………………………………

……………………………………………………………………………………….

Question 4 ………………………………………………………………………...

……………………………………………………………………………………….

Question 5 ………………………………………………………………………..

………………………………………………………………………………………

How to use questioning techniques effectively

Activity Six:   Your tutor will have split you into pairs.  Find out three interesting facts about your partner.  Then write a presenter link - followed by five questions that will incite these facts during an interview.
Interesting facts about ………………………………………...... (interviewee’s name)
1…………………………………………………………………………………………………….

2 ……………………………………………………………………………………………………

3 ……………………………………………………………………………………………………
	Presenter link:

     continue with questions on next page ……………………………………..


	Questions:



	1.



	2.



	3.



	4.



	5.




�





LIST YOUR GROUP’S IDEAS FOR SHOW CONTENT:


1.











2.








3.








4.








5.




















Documentary style features. 





Current affairs.





Dear Agony Aunt.





Top three movies of the week.




















Top twenty chart.





job searching tips





Late night chemist times.





Gardening tips











Traffic reports. 





Tonight’s TV.





Job vacancies





Beauty tips.

















Your


radio product/job searching
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