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Workshop:	How	to	Make	a	
Podcast	Episode	

 
Podcast	Outline	

 
Session Podcast Episode Segment Workshop Episode 

2 Intro – Tagline 
(5 to 30 sec) 

• Clearly state the message of show; 
• Represent show’s theme; 
• Let’s audience know what to expect to 

hear; 
• Represents the Host/Producer of the 

show through their voice; 
• Depicts subject in an “enjoyable” way 

for listeners. 
 

This is “The Hooby-Dooby 
Podcast”, brought to you by 
__________. 
 

• Select a name. 
 
 
 

1 Intro – Monologue or Multivoice  
(15 to 45 sec) 
 
Who are you? 
What are you going to talk about?  
 
 

See script. 
[Write script.] 

2 Show Content – Topic(s) 
(5 to 15 minutes*) 
 

• Content is everything! 
 

* variable - some podcasts run an hour or more in length. 

Promote and celebrate. 
Persuade   
Share, review, and/or read  
Write and read stories, 
poems, facts, fiction, etc.  

3 Closing Remarks 
(30sec to 3 min) 
 

• End by thanking 
• End by engaging listeners 
• End by telling listeners where they can 

find more…if more to come! 

Thank the audience for 
listening; 
Thank everyone involved; 
Promote your podcast! 

3 Intro/Content/Closing – Music  
 

• Convey’s mood; 
• Doesn’t overshadow voices; 
• Helps to propel show and engage 

listeners.  
 

What music works with the 
feel of your show?  What 
mood do you want listeners 
to be in when they listen to 
your show?   
 
 

2 Mock-Commercials are FUN! 
 

• Promotion 
• Sponsorship 
• Products 

 

 
Commercials for your 
library, makerspace, 
classroom, school, school 
teams, food in cafeteria, 
games on the playground, 
etc. 
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Sample: Introduction of Student Statements 
 
I’m ________________________.     
 
[insert personal saying here, if you’d like] 
 
I love writing ____________________ stories. 
 
[Make sound effect that evokes the type of story you love.] 
 
 
I’m ________________________.     
 
[insert personal saying here, if you’d like] 
 
I love writing ____________________ stories. 
 
[Make sound effect that evokes the type of story you love.] 
 
 
I’m ________________________.     
 
[insert personal saying here, if you’d like] 
 
I love writing ____________________ stories. 
 
[Make sound effect that evokes the type of story you love.] 
 
 
I’m ________________________.     
 
[insert personal saying here, if you’d like] 
 
I love writing ____________________ stories. 
 
[Make sound effect that evokes the type of story you love.] 
 
  



Podcast	outline	page	3	

©	All	rights	belong	to	the	fig.	

 

Sample: Voice scripted introduction of episode 
  
 
[Student 1] In this episode we’re going to share some 
writings and reviews from “The 826Chi Compendium 
Volume 5”,  
 
[Student 2] The Compendium Volume 5 was published in 
2016 with a forward by Dave Eggers. 
 
[Student 3] It includes stories, poems, and even haikus 
from students in 1st grade through 12th grade.   

 
 

 
[Student 1:] Because this volume includes writing from 
students as young as 6 to young adults as old as 18  
 
[Student 2:] the theme that emerged from the writings was  
 
[All at the Same Time] GROWTH.   
 
[Student 3:] The start of the collection begins with the 
writing of a 1st grader  
 
[Student 1:] and ends with the writings of a 12th grader.   
 
[Say it again, all together] GROWTH. 

 
 


