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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.
Community Radio and Employability Course
Duration: 30 hour course taught over two weeks 10-1pm

Aims:

· To introduce learners to the community radio sector

· To introduce learners to radio production

· To support learners to develop digital media production skills

· To assist learners in developing skills to support them in finding employment and retaining a job

· To assist learners in developing personal and social skills and functional skills 

Learning Objectives

By the end of the course learners should be able to:

· Identify their own strengths and areas they would like to improve

· Compare and contrast a variety of radio stations, programming, target audiences and presenter styles.

· Understand the difference between community radio and other radio sectors.

· Challenge the cause and effect of discrimination within their team environment.

· Understand what makes a team work well together.

· Work together in a team

· Have an understanding of legal restrictions and broadcasting guidelines 

· Use a variety of sources to research programme ideas and in finding employment.

· Understand the advantages and disadvantages of different research sources. 

· Plan radio programmes using running orders.

· Write and deliver effective links.      
· Research and plan an interview preparing appropriate questions.

· Carry out an interview making good use of open-ended questions and following regulatory guidelines and station practice. 

· Work in a group to prepare a short radio programme

· Edit a short segment of audio together

Community Radio and Employability Pilot– SCHEME OF WORK

	Workshop

Number
	Workshop Title
	Workshop aims
	Workshop Objectives
	Workshop

Duration

	One


	Skills assessments/ baselines, Radio styles, target audiences and show content.
	To assist participants to assess their own skills and competencies and what they want from the course.

To introduce a variety of radio stations and presenter styles

To introduce ideas around programme content and target audiences 

To introduce community radio as a third sector of radio broadcasting

Transferable Skills

Communication skills

Self confidence

Self assessment/ awareness
	By the end of the session learners will be able to:

1) Identify their own strengths and areas they would like to improve

2) Compare and contrast a variety of radio stations and presenter styles.

3) Discuss programme content and target audiences

4) Understand the difference between community radio and other radio sectors.


	3 hours

	Two


	Team work, diversity and radio law.
	To ensure that learners have an understanding of the importance of teamwork, diversity and radio law when making radio programmes

Transferable skills

Communication skills: speaking and listening

Teamwork (including decision making)

Understanding diversity
	By the end of the session learners will be able to:

1) Challenge the cause and effect of discrimination

within their team environment.

2) Understand what makes a team work well together.

3) Have an understanding of legal restrictions, broadcasting guidelines and station practice. 


	3 hours  

	Three


	Research.
	To understand the importance of researching programme ideas.  

To know where to go and how to research for job opportunities and interviews

Transferable Skills

Communication skills (speaking in front of others and presentation skills), research skills
	By the end of the session learners will be able to:

1) Use a variety of sources to research programme ideas.

2) Understand the advantages and disadvantages of different research sources. 

3) Research and write a short feature  


	3 hours

	Four


	Planning shows using running orders and links.
	To understand the importance of using running orders and links when making a programme.

Transferable skills

Numeracy, time planning, presenting information, communication skills
	By the end of the session learners will be able to:

1)  Plan radio programmes using running orders.

2) Write effective links.      


	3 hours

	Five


	Interview Skills
	To enable learners to research, plan and carry out effective interviews.

Transferable skills

Interview skills

Researching for interviews
	By the end of the session learners will be able to:

1) Research and plan an interview preparing appropriate questions.

2) Carry out an interview making good use of open-ended questions and following regulatory guidelines and station practice.      
	3 hours

	Six

To

Ten


	Planning, preparation and recording a radio programme 
	To support learners to work together to plan, prepare and record a short radio programme.

Transferable skills

Communication skills/Teamwork

Researching

Presenting and synthesising information clearly
	By the end of the session learners will be able to:

1) Work in a group to prepare a short radio programme

2) Edit a short segment of audio together

3) Present a short programme segment 
	15 hours


EMPLOYABILITY AND COMMUNITY RADIO PRODUCTION – WORKSHOP LESSON PLAN
	Workshop One: Skills assessment (baseline data), Radio styles, target audiences and show content
	Tutor:

	Aim: To enable participants to assess their own skills and competencies and what they would like to have learnt by the end of the course, compare and contrast a variety of radio styles and programme content and gain an understanding of community radio.



	Objectives: (by the end of the session the learners will be able to) 1) identify their own strengths and areas they would like to improve 2) compare and contrast a variety of radio stations and presenter styles 3) discuss programme content and target audiences 4) understand the difference between community radio and other radio sectors.

	Transferable skills: communication skills and self confidence, self assessment

	Activity
	Teaching Method


	Resources and accreditation mapping
	Time

	Tutor introduction and welcome – including housekeeping and verbal charter (what volunteers can expect from us and what we expect from them). Structure of the two weeks… give out handbooks and coursebooks

Icebreaker – in pairs – each person finds out 1 thing they have in common, one interesting fact about their partner and introduces them to the rest of the group as if they were on the radio.

List own hobbies, experience and achievements (relevant to an employer)

Change partners and now interview each other about : hobbies, experiences and achievements – including skills, personal qualities and interests  that they have already, skills that they would like to develop, hopes/goals for the course (what are they expecting/ hoping for), Hopes/ goals for the future. 

State what this course will and will not offer ie communication skills, self esteem and self confidence, researching/ searching for jobs, ICT/ media skills, Interview skills, radio production – should also be fun.  Often may think you’re not doing employment skills but focus of the radio you produce will help you to learn about finding a job (tell story of job show and people leaving because they find a job and can’t volunteer anymore)

Learning for eg: initiative, ideas, enthusiasm, positive attitude, work as part of a team, honesty and reliability, punctuality, listening skills, smart appearance, polite, thinking skills, organisation skills

Tutor intro to methods of collecting data and self assessment/ evaluation methods

· before leaving each day interview another participant about their experiences of day/ what have they learnt/ what did they feel about the session etc etc

· intro to audio recorders and the course blog

· ask them to complete self assessment questionnaire if they haven’t already

Aims and objectives of the session

BREAK

Tutor intro into radio styles – play 10 clips from a variety of stations and ask them to guess which station the clips are from - followed by group discussion inciting comments on station styles.  
SKIP THIS IF TIME IS SHORT

Tutor introduction into radio styles and content – play audio bingo.  Each person gets a bingo sheet with a variety of content features – play an example from each feature and ask the learners to tick them off as they hear them.  Replay each one back to see how they’ve done.

Tutor intro to radio sectors – what do they think community radio is?

Explanation of the 3 sectors of radio; public, commercial, community.  Refer learners to Work Book Activity.

Tutor intro to ideas for content of shows – split learners into two groups – Group One will be producing content for a Drivetime Show, Group Two for a Breakfast Show to include features on job searching/ employability.  Use Work Book activity pages to record.  Each group has to devise content for a community radio programme to include 5 items, taking into consideration the type of show they are presenting and the time of day. Give examples from tutor notes.  Encourage groups to; 1) brainstorm 5 ideas 2) decide on the best order to put them in 3) devise an intro to the show telling the listeners what is coming up.  Objectives of the task to be written on whiteboard or flipchart.  The group need to choose a spokesperson to report back to the whole group justifying their choices and giving reasons why their running order works.

Summarize the areas covered in this session and highlight the areas that will be covered in the next day’s session

Participants do their own evaluations of the session – audio interviews with each other


	Tutor lecture – group discussion

Paired activity

Individual activity – complete in workbook p.3

Tutor introduction to skills, personal qualities and attributes

This all about writing a CV

Tutor lecture p2

Individual activity followed by group discussion encouraging learner participation.

Individual activity followed by group discussion encouraging learner participation.

Lecture also handbook p. 6

Flip Chart, handbook p. 6

Flipchart, handbook p. 5/6

Work Book 8-9

Work Book activity pages 8-9


	Flipchart

Notepads, pens

Workbook Flipchart,

ABC Awards: Working towards Goals (entry level and Level 1 course)

1: demonstrate an awareness of the skills and qualities needed for success in work and life

1.1 recognise their skills, qualities and interests 1.2 identify their strengths

1.3 say what they could improve

2: Demonstrate an awareness of how to identify goals

2.1 Identify some short term goals they’d like to work towards 2.2 agree a goal with an appropriate person

Ascentis Certificate in employability and work skills entry level, level 1,2

Unit 1: prep for work placement

1.1 identify own skills, personal qualities and attributes

2.1 list own hobbies, interests, work experience

Information Handout
Audio recorders

Lap top computer, ‘pub quiz’  clips – Work Book Activity -  4

Lap top computer, ‘audio bingo’ clips, ‘audio bingo’ handout

Handbook p 3-4, 5

Work Book Activity 


	10.05-10.15

10.15-10.40

10.40-10.50

10.50-11.10

11.10-11.15

11.15-11.30

11.30-11.45

11.45-12.10

12.10-12.25

12.25-12.35

12.35- 12.55pm

12.55- 1pm


EMPLOYABILITY AND RADIO PRODUCTION – WORKSHOP LESSON PLAN
	Workshop Two: Teamwork, diversity and radio law


	Tutor:

	Aim: To ensure that learners have an understanding of the importance of teamwork, diversity and radio law.



	Objectives: (by the end of the session the learners will be able to) 1) challenge the cause and effect of discrimination within their team environment 2) understand what make a team work well together 3) have an understanding of legal restrictions, broadcasting guidelines and station practice.

	Transferable Skills: communication skills, listening and speaking, teamwork (including decision making) and understanding diversity



	Activity


	Teaching Method


	Resources


	Time

	Ice-breaker – learners in pairs – back to back – one learner is a ‘communicator’ and one learner is a ‘receiver’.  The communicator has 5 minutes to describe a picture to the receiver.  Point out the skills needed to do this – clear communication skills, active listening skills, teamwork.

Refer back to the areas that were covered the previous day - state aim and objectives of this session.

Tutor intro to discrimination – what is discrimination – refer to definition in Course Book (10-11) – relate to community radio and the importance of diversity.

What does it feel like to be discriminated against? Split into 2 groups ‘O’s and ‘X’s – ‘O’s are minority and ‘X’s are majority.  In the groups ask them to discuss the pressures of being an ‘O’ or an ‘X’. Use Work Book to record 

List objectives of each group on a flipchart.

Ask the group how they can make sure that people in their workplace are not discriminated against.   Refer learners to Work Book Activity Two 

Tutor intro to teamwork – ask the group what characteristics make a good team – record answers on flipchart.  Refer learner to Work Book Activity Three 
Teamwork exercise – ‘Moonshot’ exercise –

Use instructions in the Work Book – page 11. Use Work Book to record 

BREAK

Give the group more time to complete the ‘Moonshot’ exercise if necessary.  Discuss answers with the whole group.  Highlight the attributes of the team – was there a ‘leader’? Was there a ‘peacemaker’?

Tutor intro to radio law – use Course Book – from page 12 -  to highlight; legal restrictions, advertising and programme guidelines, station practice Refer learners to the Course Book and the information they need to read on guidelines and station practice.

Tutor intro into defamation.  Refer to |Course Book – page 13 to discuss the difference between defamation and libel.

Refer learners to Work Book p.14

Introduce activity – ‘You can’t say that’.  Split learners into pair and give each pair a statement from the Work Book Activity  p 14– each pair has to decide whether they could say this statement on the radio or  not.  Use Work Book to record –Once complete each pair discusses their answer with the whole group.  
Summarize the areas covered in this session and highlight the areas that will be covered in the next day’s session.

Participants do their own evaluations of the session – audio interviews with each other


	Paired activity

Tutor lecture

Question and answer session – record answers on flipchart.

Group activity – report back to whole group.

Group discussion

Open discussion – list on flip chart

Group activity.

Group discussion facilitated by tutor

Tutor explanation using Course Book

Tutor explanation using Course Book p 13/14

Individual task

Paired activity followed by group discussion facilitated by tutor.


	‘Pig in a box’ picture/ or make own picture with shapes
Open College Network: introduction to skills for employability

2: understand how to participate in a work environment

2.1 follow simple instructions

Course Book, flipchart

Flipchart, Work Book Activity p. 10
Work Book Activity p 11

Work Book Activity p 11

Work Book Activity p12 

OCN: Using teamwork skills (level 2)

1.1 Participate constructively in discussion and negotiation to contribute to setting the group’s goals and agreeing a group contract which identifies acceptable standards of behaviour

Course Book
Work Book Activity 

Audio recorders

	10- 10.20

10.20-10.25

10.25-10.30

10.30-10.45

10.45-10,50

10.50-10.55

10.55-11.20

11.20-11.35

11.35- 11.50

11.50-12

12-12.10

12.10-12.20

12.20-12.30

12.30- 12.35

12.40-1pm


EMPLOYABILITY AND RADIO PRODUCTION – WORKSHOP LESSON PLAN
	Workshop Three:  Research


	Tutor:

	Aim:  To understand the importance of researching programme ideas and also researching for job opportunities and for interviews.



	Objectives: (by the end of the session the learners will be able to) 1) use a variety of sources to research programme ideas/ available jobs  2) understand the advantages and disadvantages of different research sources 2) research and write a short feature
.

	Transferable Skills: communication skills speaking in front of people and presentation skills, research skills, (including researching for jobs and interviews)

	Activity


	Teaching Method


	Resources


	Time

	Warm-up exercise – use prompt cards face downwards on the table.  Each learner has to pick up a card and talk about the subject for exactly one minute.

Refer back to the areas covered the previous day – state aim and objectives of this session.

Tutor intro into research – why should we research? (for radio but also for job interviews/ job opportunities)

Ask the group about information sources – where can they get ideas from? Use Work Book to record p15

Refer to Activity Two –in the Work Book.  Ask learners to think about the advantages and disadvantages of the two sources shown, Job Centre Plus and Internet, and complete the activity.  Follow up by group discussion.

Supply a variety of stuff, local newspapers, the internet etc for research purposes and ask each learner to write a short one minute script for a ‘vacancy information’ segment of a job show  Use Work Book to record 

Each learner reads their vacancy information to the whole group as if they were presenting the piece on radio.  Ask the group whether the vacancy slot; gave all the necessary information (job description, how to apply, hours, wage)? gave a taste rather than a full description?Is it aimed at a varied audience?

Does it sound interesting/ appealing? Is it timed correctly?  Make a point about the importance of timing as most learners will probably go over time.
BREAK

Refer to Course Book –research tips.  Ask learners to discuss how research tips helpful for finding job vacancies

Explanation of task that will be set for the learners’ – production of 3 minute segments for radio on employability, job searching, etc etc.  Might want to conduct an interview?

Summarize the areas covered in this session and highlight the areas that will be covered in the next day’s session.

Participant evaluation/ audio interviews – to be uploaded onto the course blog.


	Individual task.

Tutor lecture

Question and answer session – write answers on flipchart.

Question and answer session – write answers on flipchart.

Individual activity – followed by group discussion.

Individual task.

Individual task followed by group feedback. 

Round-robin verbal exercise.

Tutor lecture encouraging questions and group discussion.

Audio recorders
	Prompt cards, timer
Flipchart

Work Book Activity – p.15

Work Book Activity – p 16

Research material, Work Book Activity – p 17/18

Computers/ internet

ABC Awards preparation for work

2. Investigate personal career opportunities

2.1 find out about potential job roles that interest them 2.1 identify a suitable potential role 

Flipchart

	10-1015

10.15-10.20

10.20-10.30

10.30-1035

10.35-10.45

10.45- 11.15

11.15-11.40
12-12.10

12.10-12.20

12.20-12.25

12.25-12.45




Employability and RADIO production – WORKSHOP LESSON PLAN
	Workshop Four:  Planning shows using running orders and links.


	Tutor:

	Aim:  To understand the importance of using running orders and links when preparing your programme.



	Objectives: (by the end of the session the learners will be able to) 1) plan radio programmes using running orders 2) Write effective links..

	Transferable skills: numeracy, planning time, presenting information, communication skills (speaking in front of others)

	Activity


	Teaching Method


	Resources


	Time

	Warm-up exercise – use prompt cards face downwards on the table.  Each learner has to pick up a card and talk about the subject for exactly one minute.

Refer back to the areas covered the previous day – state aim and objectives of this session.

Tutor intro to running orders – why do we need a running order?  Refer learners to Work Book Activity One and ask them to list 4 reasons why they think running orders are important.

Ask the group what items they think should be included in the running order.  Encourage group discussion on the order items should appear and why.  Refer learners to Activity One in their Work Book and ask them to list 6 examples of what could be included in a running order. Handbook p 24-28

Tutor intro to presenter links.  Explanation of what a presenter link is.   Ask the group what they think a good cue should do? Refer to the HandBook from page 29, 30, 31– and discuss presenter links.  Refer to examples in the HandBook – page.  Ask learners to complete Activity One in Work Book – why should they use presenter links?

Each learner has to decide on the person in the world they would most like to interview.  Then, they must write an effective presenter link for their interview.  Once completed they then read these out individually to the whole group – feedback encouraged. Use work Book – p20

BREAK

Refer learners to the running order examples shown in the Course Book – pages 26/7/8 Divide into 2 groups.  One group are planning a Breakfast Show, one group are planning a Drivetime Show.  Each group has to write a running order for 1 hour.  The running order should include all essential elements; timings, news on the hour, jingles, promos, weather, travel etc.  
Each group has to choose a spokesperson to present their running order to the whole group explaining their choices.

Summarize the areas covered in this session and highlight the areas that will be covered in the next day’s session.

Evaluations
	Individual task.

Tutor lecture

Question and answer session – list answers on flipchart followed by individual task.

Question and answer session – list answers on a flipchart – followed by group discussion and individual task.

Tutor lecture encouraging questions.

Individual task followed by group feedback.

Small group activity.

Group activity encouraging discussion.


	Prompt cards, timer
Work Book Activity – p 19

Work Book Activity – 

OCN Using teamwork skills

1.1 participate constructively in discussion and negotiation to contribute to setting the group’s goals and agreeing a group contract which identifies acceptable standards of behaviour

Course Book, Work Book Activity – page 20

Audio from session 1 or other
Work Book Activity – page 20

Work Book Activity

OCN Using teamwork skills

1.1 participate constructively in discussion and negotiation to contribute to setting the group’s goals and agreeing a group contract which identifies acceptable standards of behaviour

3.1 participate constructively in discussion and negotiation to plan activities that enable a group to reach its goals


	10- 10.15

10.15-10.20

10.20- 10.30

10.30- 10.45

10.45- 11

11-11.20

11.40-12.15

12.15- 12.40

12.40-12.45

12.45-1pm


Employability and RADIO production – WORKSHOP LESSON PLAN
	Workshop Five:  Interview Skills


	Tutor:

	Aim:  To enable learners to research, plan and carry out effective interviews


	Objectives: (by the end of the session the learners will be able to) 1) research and plan an interview preparing appropriate questions 2) carry out an interview making good use of open ended and closed questions and following regulatory guidelines and station practice.

	Transferable Skills: interview skills, researching for interviews, 

	Activity


	Teaching Method


	Resources


	Time

	Warm-up exercise – learners in pairs -  one learner has one minute to ask the other questions with the aim being to try and get  he/she to answer ‘yes’ or ‘no’.  The other learner has to avoid answering ‘yes’ or ‘no’ at all costs.

Refer back to the areas covered the previous day – state aim and objectives of this session.

Tutor intro into different interview styles. Refer to Course Book page 33/34 – encourage group discussion.

Play audio clips from different types of interviews – ask learners to identify each type individually.  Use Work Book to record – page 23.  Play clips back to check answers and encourage group discussion. Whilst listening to the interviews tutor to write down good examples of open ended questions on the flipchart.

Explain the use of ‘open-ended’ and ‘closed’ questions using the written examples recorded – explain different types of questions and ‘invitations to speak’.  Refer learners to the Work Book Activity 3, 4 & 5 - page 24 and ask them to complete.
Divide learners into pairs.  Use prompt cards with different scenarios on each.   Each pair has to create 5 effective questions for each scenario.  Use Work Book to record – page 25.

Ask learners to read questions to the whole group.  Pay particular attention to the following; are they right for that type of interview; do they incite the necessary information; do they miss anything out that the listener might want to know; are they open or closed (write the objectives beforehand on a flipchart).

BREAK

Divide into different pairs.  Learners find out 3 interesting/unique facts about their partner – then write a link and 5 questions aimed at getting these interesting facts out in an interview.  Use Work Book to record – p. 26/27

Each learner will carry out a recorded interview using questions prepared.  Play back the interviews to the whole group.  Encourage constructive feedback.

Summarize the five workshops that have taken place and pre-empt the following week’s action plan.

Participant audio interviews
	Paired activity.

Tutor lecture

Tutor lecture referring to Course Book encouraging group discussion – list interview types on flipchart.

Individual audio task followed by group discussion.

Individual task followed – tutor write examples on flip chart

Tutor lecture followed by individual task

Paired activity

Tutor refer to objectives with the whole group.

Paired activity encouraging group feedback.

Group feedback

.

Group lecture
	Notepads, pens

Course Book, flipchart

Lap top with ‘interview audio’, flipchart, Work Book Activity – page 23

Work Book Activity 3, 4 & 5 - page 24

Work Book Activity – page 24.

Flip chart

Work Book Activity – pages 26/27


	10-10.10

10.10-1015

10.15-10.20

10.20-10.40

10.40-10.50

10.50-11.15

11.15-11.30

11.45- 12.15

12.15-12.45

12.45- 12.55




EMPLOYABILITY AND RADIO PRODUCTION – WORKSHOP LESSON PLAN
	Workshops Six to Ten:  Planning and preparation for a short radio programme, including audio editing


	Tutor:

	Aim:   ) To support learners to work together to plan, prepare and record a short radio programme.



	Objectives: (by the end of these sessions the learners will be able to
1) Work in a group to prepare a short radio programme

2) Edit a short segment of audio together

3) Present a short programme segment 

	Transferable Skills:  Communication skills, teamwork, researching, digital editing, presenting and synthesising information clearly, 




	Activity


	Teaching Method


	Resources


	Time

	Workshop Six
Introduce learners to Audacity – find out if anyone is already OK with Audacity/ audio editing and pair them with someone who isn’t…

Teach basics of Audacity- have some ‘rough’ audio and lead them through importing audio, cutting and pasting audio and v basic editing

Individual activity – editing some audio

Group meeting – planning meeting

Workshop 7-10

Continue  to develop and programme material, ideas, work on running orders, scripts and editing audio, time planning for own time in sessions and at home
At end of sessions 7-9 (or where appropriate) timetable in group meetings
	Tutor leads participants through an activity with some audio provided (use audio they have created in the pervious week eg vox pops).

Each learner has a go at editing a piece of audio that they have produced in the previous week

Group talks to each other about their ideas and plans for the radio show.  Roles identified for the production eg someone takes on role of producer, features editor etc etc…
Support learners as and when required with technical and creative production work


	Computers

Audacity

Audio recorders

Computers

Paper and pens
	10- 10.05

10.05- 10.45
10.45- 12.15
12.15-1pm




