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1. The aim and the content of the Podcast Instruction for 

Students  

The aim of this document is to support the students in development of the podcasts within 

StartUppers project. This instruction encompass essential steps in podcast development, 

serving as a valuable resource for students as they navigate their interviews.  

2. Introduction to Podcasting 

Podcasts are a powerful blend of human intellect, music, and radio storytelling. With the 

right technology, anyone can create and enjoy voice media on platforms like Apple Music, 

Spotify, and Google Play. It is clear that voice media impacts our leisure time and 

entertainment decisions. On-demand voice media has eliminated the barriers to live and 

scheduled entertainment, allowing listeners to choose what, when and how they want 

(Goldman, 2018). 

3. Interview Preparation Techniques 

Conducting a successful podcast interview requires thoughtful preparation and clear 

planning, especially when you are stepping into the role of interviewer for the first time. 

The following section provides simple, easy-to-follow guidelines to help students prepare 

for their interviews with green entrepreneurs. Whether you are recording in your school 

or at home with basic equipment, these tips will ensure you conduct a smooth, engaging, 

and professional interview. 
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3.1. Understanding the purpose of your interview 

Before diving into specific techniques, it is crucial to understand the purpose behind your 

podcast interviews. In the “Green StartUppers Podcasts” series, the goal is to explore 

green entrepreneurship by interviewing successful entrepreneurs who have combined 

innovation with sustainability. These interviews are meant to inspire and educate other 

students about sustainable business models, eco-design, the circular economy, and other 

issues like renewable energy and waste-to-energy industry. As the interviewer, your job is 

to ask questions that reveal how these entrepreneurs have managed to balance innovation 

with environmental responsibility. 

The interviews are not only about learning from the experts but also about inspiring your 

listeners to consider green entrepreneurship as a viable and exciting career path. 

 

3.2. Researching your interviewee 

The first step to preparing for any interview is research. Spend some time learning about 

the entrepreneur you are interviewing. This doesn’t require advanced research skills—

simple phone call, or WhatsApp / messenger correspondence, or online searches (www of 

your guest’s business) can provide enough information. Focus on: 

- Who they are: What is their background? How did they become a green 

entrepreneur? 

- What they do: What is their business or project? How does it contribute to 

sustainability? 

- Their challenges and successes: What obstacles have they faced, and how have 

they overcome them? What achievements are they most proud of? 

Doing basic research will help you make up questions and allow you to engage more 

deeply with the interviewee. It also shows respect for your guest’s time and expertise. 
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3.3. Planning your questions 

After your research, you will need to prepare 7-10 open-ended questions for a 30-minute 

episode, starting with "How," "Why," or "What" to encourage responses and storytelling.  

Here are some general example questions that fit the theme of green entrepreneurship: 

a) General Background: 

- "Can you tell us about your journey?  

- How did you first get interested in green entrepreneurship?" 

b) Challenges: 

- "What are some of the biggest challenges you faced when trying to combine 

sustainability with business?" 

c) Solutions: 

- "How did you approach finding solutions to make your business eco-friendly?" 

d) Future Outlook: 

- "What advice would you give to young people who want to start their own green 

business?" 

Also, be prepared with follow-up questions. If the interviewee says something interesting, 

you can dive deeper by asking: "Can you explain more about that?" or "What did you learn 

from that experience?" 

 

3.4. Rehearsing your interview 

Before the actual interview, rehearse your questions alone or with a classmate to improve 

confidence and anticipate the conversation flow before the interview. This will help you 

feel more confident and prepared. 

A few things to keep in mind while rehearsing: 
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a) Pace: make sure you are not rushing through the questions. Give your guest time 

to think and respond. 

b) Clarity: speak clearly and at a moderate speed so that both the guest and your 

audience can easily understand you. 

c) Natural flow: remember, the interview should feel like a conversation, not just a 

list of questions. Listen carefully to your guest’s responses, and feel free to ask 

follow-up questions if something interesting comes up. 

3.5. Creating a comfortable environment 

Ensure your guest's comfort by chatting briefly before recording to help them relax and 

open up. You can: 

- Introduce yourself: briefly share why you are excited about the podcast and the 

topic of green entrepreneurship. 

- Go over the questions: give them a general idea of what you will be asking so they 

can prepare mentally. 

- Set expectations: let them know how long the interview will last and how the 

podcast will be used. 

This step helps build rapport and creates a friendly atmosphere, making the interview 

more engaging for both the guest and the listeners. 

 

3.6. Basic recording tips 

Since the podcast interviews will likely be recorded using simple equipment (like 

smartphones, basic microphones, or school computers), here are some easy techniques 

to ensure good audio quality: 

a) Find a quiet space: background noise can be very distracting.  

b) Test your equipment: make sure your recording device works properly before the 

interview. Record a short test to check the sound quality. 
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c) Speak clearly and at a consistent volume: this will help ensure that both you and 

your guest can be heard clearly. 

d) Use free editing tools: For edits after recording, free software like Audacity let you 

trim or adjust audio easily. 

 

3.7. Handling unexpected situations 

Here’s how to handle a few common challenges: 

- If the guest doesn’t elaborate: politely encourage them to provide more details by 

asking, "Could you tell me a bit more about that?" 

- If there’s a technical issue: if possible, pause the recording, fix the issue, and then 

continue. Don’t stress if you need to stop and start again. 

- If you forget next step or a question: don’t panic. Simply go through your notes / 

script or use a follow-up question based on the guest’s last response. 

 

3.8. Ending the interview 

As you approach the end of the interview, it’s important to wrap up smoothly. A good way 

to close the interview is by asking a reflective or forward-looking question, such as: 

- "What do you think the future holds for green entrepreneurship?" 

- "What message would you like to leave for students who want to make a difference 

in sustainability?" 

Finally, thank your guest for their time and let them know when and where the podcast 

will be shared. 

By following these simple techniques, you will be well-prepared to conduct engaging and 

insightful interviews for the “Green StartUppers Podcasts”. Remember, the key to a 

successful interview is preparation, practice, and making your guest feel comfortable.  
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4. Green Entrepreneurship Dimensions 

Once you have the tools to conduct your interview, choose your guests and define your 

podcast’s focus. Understand the interview’s purpose to craft relevant, engaging questions. 

Prepare questions about the guest’s journey, challenges, and solutions, focusing on topics 

like climate change, technology, AI, and their impact on business. Keep the conversation 

relevant and ask any questions that arise as you explore these important issues. 

Remember: this is an amazing opportunity to learn new things, so do not hesitate to ask 

any questions that may arise. Here are some examples: 

● "What inspired you to start your green business?" 

● "What has been the biggest struggle in combining profitability with sustainability?" 

● "How do you measure the environmental impact of your business?" 

● "What inspired your approach to a circular economy model?" 

Tailor your questions to your guest’s expertise by using our three “guest profiles,” which 

include descriptions of their practice and suggested questions: 

 

PERSON A: Founder of a project focused on removing plastic pollution from oceans and 

rivers, started at a very young age. 

● What is the next major milestone for your business? 

● What inspired you to take on the enormous challenge of cleaning up the world’s 

oceans at such a young age? 
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● Can individuals or businesses support your work, either through volunteering or 

donations? 

 

PERSON B: Founder of a company that creates eco-friendly, biodegradable packaging 

solutions for businesses. 

● What inspired the creation of biodegradable packaging, and what industries are 

you focusing on? 

● How do you convince businesses to transition from traditional packaging to 

sustainable alternatives? 

● How does educating consumers help with choosing eco-friendly products? 

 

PERSON C: Founder of a company that works with other companies to develop sustainable 

supply chains. 

● How do you approach companies to help them achieve a more sustainable supply 

chain? 

● What is the biggest challenge in adapting a manufacturing method to be more eco-

friendly? 

● Do cultural differences impact the use of sustainable practices? 

 

You now have a solid understanding of how to choose your questions. If you're still unsure, 

feel free to pick from the list below: 

 

10 Questions on Green Entrepreneurship 

● "What personal values or experiences drove you to pursue green entrepreneurship 

instead of a more conventional path?" 

● "If you could change one thing about the way the world currently approaches 

sustainability, what would it be?" 

● "What is the most common myth or misconception about running a green business 

that you would like to debunk?" 
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● "How do you identify and prioritise which eco-friendly initiatives to focus on first 

within your business?" 

● "Can you share a story of a moment when your sustainability efforts directly 

inspired a competitor, supplier, or partner to make changes of their own?" 

● "How do you keep your team motivated when the environmental impact of your 

work isn't immediately visible?" 

● "What partnerships or collaborations have had the biggest impact on your ability to 

achieve your sustainability goals?" 

● "Looking back on your entrepreneurial journey, what would you tell your past self 

about the realities of running a green business?" 

● "What is one habit or daily practice you have adopted to keep sustainability at the 

heart of your decision-making process?" 

● "How do you measure the 'invisible' impact of your work, like shifts in public 

awareness or industry-wide change?" 

● "Have you ever had to walk away from an opportunity because it didn’t align with 

your sustainability principles? If so, how did you handle it?" 

● "If you could challenge consumers to change one behaviour that would have a 

massive impact on sustainability, what would it be?" 

● "What roles do younger generations — Gen Z and Millennials — play in shaping the 

future of green business, and how do you engage with them?" 
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5. Podcast Content Design 

5.1. Introduction 

This instruction helps you design your own series while simplifying the production process. 

It also promotes green initiatives, eco-friendly solutions, and valuable communication skills 

for your future career. Additionally, podcasts offer a platform for self-expression, learning, 

and sustainability advocacy and can be assigned as homework or extra credit. 

 

5.2. Defining the purpose and audience 

The first step in designing your podcast content is defining its purpose and understanding 

your target audience.  

The overall goal of the “Green StartUppers Podcasts” is to inspire and motivate VET 

students by promoting an innovative green business mindset, while raising awareness 

about sustainability and environmental protection. 

In details, the goals are to: 

1) Share insights from successful green entrepreneurs who have combined innovation 

with sustainability. 

2) Educate and inspire VET students to develop an entrepreneurial mind-set focused 

on green and sustainable business practices. 
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3) Raise awareness about key topics such as eco-design, circular economy, renewable 

energy, and sustainable business models. 

The podcast should be motivational and accessible for students, young entrepreneurs, and 

professionals, highlighting real-life experiences, practical advice, and challenges faced by 

interviewees. It should also explore best practices and challenges in green 

entrepreneurship, offering valuable insights for students interested in starting their own 

green businesses. 

5.3. Structuring your podcast episodes 

Each podcast episode should follow a clear and logical structure. This not only helps your 

listeners follow the conversation easily but also ensures that the content is well-organised 

and flows smoothly. A standard podcast structure includes the following sections: 

1) Introduction (approx. 5 minutes): 

a) Briefly introduce the project, the podcast series and its purpose. 

b) Introduce yourself as the host and the guest (entrepreneur) for the episode. 

c) Provide a quick overview of what the episode will cover, setting expectations 

for the audience. 

2) Main Content (Interview – approx. 15 minutes): 

a)  This is the core of the podcast, focusing on green entrepreneurship, 

sustainability challenges, and innovative solutions.   

b) Ask open-ended questions (as discussed in the "Interview Preparation 

Techniques" section) to encourage detailed responses and personal stories 

from your guest. 

c) Make sure the discussion covers various aspects of green entrepreneurship, like 

sustainable business models, eco-design, and renewable energy solutions. 

3) Key Takeaways (approx. up 5 minutes): 
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a) After the main interview, summarise the key points discussed. Highlight any 

important advice or insights shared by the guest that can be useful for your 

listeners. 

b) This section can be as simple as a few sentences summarising the main ideas 

and lessons from the conversation. 

4) Closing (approx. up 5 minutes): 

a) Thank the guest for their participation and reiterate the main message or theme 

of the episode. 

b)  Encourage listeners to stay tuned for future episodes and share how they can 

follow the podcast on social media or the project website. 

Each episode should be about 30 minutes, offering concise yet in-depth coverage of key 

topics. 

 

5.4. Choosing topics and themes 

While the overall theme of the podcast series is green entrepreneurship, each episode can 

focus on a specific topic or aspect within that broad theme. Some ideas for episode themes 

include: 

 

1) Starting a Green Business: 

What does it take to launch a sustainable startup? 

2) Sustainable Business Models: 

How do green entrepreneurs make their businesses both profitable and environmentally 

friendly? 

3) Eco-Design: 

How can businesses incorporate eco-friendly design into their products and services? 

4) Circular Economy 

What is the circular economy, and how can entrepreneurs contribute to it? 
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5) Renewable Energy Solutions: 

How are businesses using renewable energy, and what challenges do they face? 

Choosing a specific theme for each episode keeps the content focused, informative, and 

engaging, offering variety to maintain listener interest. 

 

5.5. Making content engaging and relatable 

When designing your podcast content, it is important to keep your audience in mind at all 

times. Since your listeners are likely students or young entrepreneurs, you will want the 

content to be engaging and relatable. Here are some tips to achieve that: 

1) Use simple language: avoid overly technical terms or jargon that might confuse 

listeners. Keep the language accessible and easy to understand. 

2) Tell stories: people connect with stories more than facts or data. Encourage your 

guests to share personal anecdotes or real-life examples from their entrepreneurial 

journeys. 

3) Ask for practical advice: Ask guests for actionable tips on starting a green business, 

overcoming challenges, and making businesses more sustainable. 

4) Incorporate interactive elements: Engage your audience by inviting questions in 

advance or encouraging participation via social media to create a more interactive, 

community-driven podcast. 

 

5.6. Ensuring high-quality content 

Even though the podcasts are being created by students, it is important to aim for high-

quality content. This doesn’t mean you need advanced equipment or professional-level 

skills, but following some basic principles can significantly improve the overall quality: 

1) Preparation is key: make sure you are well-prepared for each episode by 

researching your guest, crafting thoughtful questions, and rehearsing beforehand. 
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2) Stay on topic: keep the conversation focused on the chosen theme for each 

episode. This helps avoid going off on tangents and ensures the content remains 

relevant and informative. 

3) Pace the interview: give your guest time to think and answer each question. Avoid 

rushing through the conversation or interrupting the interviewee. 

4) Edit when necessary: use free or simple editing tools to clean up the audio, remove 

any long pauses or mistakes, and ensure that the final product sounds professional. 

5.7. Collaborating with partners 

Students conducting the interviews are encouraged to work closely with their teachers and 

peers to brainstorm ideas, practice their interview techniques, and review the final content 

before publication. This collaborative approach not only improves the quality of the 

podcast but also enhances the learning experience for students. 

 

5.8. Adapting content to your audience’s needs  

The target group of the "Green StartUppers Podcasts" activity is VET students from partner 

schools interested in developing an innovative green business mind-set, who will conduct 

interviews with successful entrepreneurs and will also benefit from training on interview 

preparation. 

The podcasts should offer practical, step-by-step guidance for beginners, covering 

interview techniques, episode structure, and promotion, while including relatable examples 

and success stories of green entrepreneurship's real-world impact. 

The podcasts can feature Q&A segments or interactive challenges, like sustainability-

themed activities. The podcasts can include Q&A segments, where questions from listeners 

are addressed, or interactive challenges, such as sustainability-themed activities. 
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Adapt content based on audience feedback, such as exploring related topics after positive 

responses. Ensure accessibility by offering the podcast on multiple platforms and providing 

transcripts or summaries for a diverse audience. 

 

 

 

6. Technical Aspects 

Most of us have made a voice recording for fun, to capture a funny memory, but to edit 

and post that audio requires a whole different set of skills!  

For recording and editing, use your phone’s built-in audio app (Voice Recorder on Android, 

Voice Memos on iPhone) or an external microphone for better sound quality. Ensure you 

have enough storage, and use external storage (USB) or online storage services like 

Dropbox or Google Drive if needed. 

If your school provides access to editing applications, use them and ask for guidance.  For 

example, the music platform Spotify offers a free service option called “Spotify for 

podcasters”. Here is a tutorial explaining how to use this tool. For those of you who use 

Apple podcasts, Garageband is an excellent alternative, here is a tutorial for this tool as 

well. In addition to the above, you can explore the following suggestions: Vocaroo or  

Sodaphonic. 

You can also use the following solutions that will allow you to conduct interviews remotely: 

Zencastr; Streamyard; Skype; Zoom. 

Use music in the intro and outro, along with sound effects to highlight key points. Choose 

from copyright-free libraries online, but be cautious with music to avoid using copyrighted 

https://creators.spotify.com/pod/dashboard/episodes
https://creators.spotify.com/pod/dashboard/episodes
https://creators.spotify.com/resources/create/podcast-editing-guide
https://www.apple.com/mac/garageband/
https://www.youtube.com/watch?v=xhesskgmIsQ
https://vocaroo.com/
https://sodaphonic.com/
https://zencastr.com/
https://streamyard.com/
https://www.skype.com/el/
https://www.zoom.com/
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material that could get your episode removed from platforms. Here is a list of platforms 

that allow you to download sounds for free: 

Music: Looperman; Sloopy; Open Music Archive; Jamendo; iBeat 

Sound effects: Free Sound ; Sound Jay; freeSFX; Pixabay; BBC; MyEdit 

With your episode now recorded, edited, and jazzed up with music and sound effects, it is 

time to decide if you wish to publish it! If that is the case, you will first need to come up 

with a title.  

After this step, Create cover art for your episodes using online tools like  DALL-E2 or Canva, 

which offer simple design options and resizing features. Your cover should be between 

1500x1500 and 3000x3000 pixels in JPEG or PNG format. 

To publish your podcast, start with Spotify, or use SoundCloud, a free platform for both 

creators and listeners (tutorial). Libsyn is another option, allowing easy publishing to top 

services, though it requires a small monthly fee for storage. 

 

https://www.looperman.com/
https://slooply.com/
https://www.openmusicarchive.org/
https://www.jamendo.com/
https://ibeat.org/
https://freesound.org/
https://www.soundjay.com/
https://freesfx.co.uk/
https://pixabay.com/sound-effects/
https://sound-effects.bbcrewind.co.uk/
https://myedit.online/en/audio-editor/ai-sound-effect-generator
https://openai.com/index/dall-e-2/
http://canva/
https://soundcloud.com/
https://help.soundcloud.com/hc/en-us/articles/115003450667-How-do-I-upload-a-track-to-SoundCloud
https://libsyn.com/
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7. Publishing & Promoting Podcasts 

7.1 Introduction 

Effective podcast promotion is key to reaching your target audience. Use digital platforms 

like social media, websites, and podcast directories to amplify your message. Promote key 

themes such as sustainability and green entrepreneurship, and share inspiring stories or 

practical advice from your episodes. 

Promotion isn’t just about sharing information—it’s about fostering interaction. Engage 

your audience through polls, Q&A sessions, and community forums to build a sense of 

community and strengthen your podcast’s impact. 

 

7.2. Choosing a free podcast hosting platform 

To make your podcast available online, you need a platform to host your episodes. Here 

are some free, easy-to-use options: Anchor; Podbean (Free Plan); SoundCloud (Free Plan); 

Castbox; RedCircle; Podomatic; Acast; Zencastr. 

These platforms provide free options for podcasters without time restrictions. 

 

7.3. Uploading your podcast 

Uploading your podcast is key to sharing your content with listeners worldwide.  

Step 1 - Prepare your audio files: 

Before uploading, save your podcast episodes in MP3 format. This format is preferred due 

to its compatibility with most podcast hosting platforms and its efficient file size. Use free 

and user-friendly audio editing tools like Audacity or GarageBand to clean up your 
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recordings by removing background noise, balancing audio levels, and trimming 

unnecessary sections. 

Step 2 - Create descriptive titles and compelling descriptions: 

Each episode should have a clear, engaging title that grabs attention and hints at the 

content of the discussion. For example, a title like "Turning trash into treasure: the journey 

of a circular economy pioneer" immediately piques interest. Pair this with a concise 

description that outlines the main topics discussed.  

Step 3 - Add relevant tags and keywords: 

Tags and keywords are essential for ensuring your podcast is discoverable by your target 

audience. Incorporate terms related to the episode’s theme, such as "sustainability," 

"green business," or "entrepreneurship." These tags improve your podcast's visibility. 

Step 4 - Design and upload episode artwork: 

If your hosting platform allows it, create specific artwork for each episode that reflects the 

topic or guest featured. Use free design tools like Canva or Adobe Spark to craft visuals 

that are simple, clean, and aligned with your overall branding. Make sure the artwork is 

high-resolution and adheres to platform specifications (typically 1400 x 1400 to 3000 x 

3000 pixels).  

Step 5 - Use hosting platforms like Anchor or Podbean for seamless distribution to 

directories such as Spotify and Apple Podcasts. Ensure accurate metadata, including titles, 

descriptions, and tags, for proper categorization and promotion. Take advantage of 

additional features like scheduling releases or embedding a podcast player on your 

website. 
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7.4. Setting a publishing schedule 

A clear schedule helps set expectations for your audience, ensuring they know when to 

return for new content and fostering a sense of anticipation. Here are some detailed steps: 

1) Choose a frequency that works for your team: 

Decide whether your episodes will be published weekly, bi-weekly, or monthly. Assess the 

time needed for planning, recording, editing, and promoting each episode to determine 

what frequency is realistic for your team. 

2) Align the schedule with audience preferences: 

Consider your target audience's habits and preferences when deciding on a publishing day 

and time. Experiment with different days and times, and monitor engagement to identify 

the optimal release window. 

3) Plan content in advance: 

To ensure a steady flow of episodes, create a content calendar that outlines topics, guest 

speakers, and recording dates for the coming weeks or months. Use tools like Trello, 

Asana, or even a simple spreadsheet to organize and track your content plan. 

4) Communicate your schedule clearly: 

Let your audience know when to expect new episodes by including your schedule in your 

podcast description, website, and social media profiles.  

5) Use hosting platform features: 

Most podcast hosting platforms offer tools to schedule episodes for automatic publication. 

This feature allows you to upload and prepare content in advance, ensuring episodes go 

live at the specified time without requiring manual intervention.  

6) Monitor and adapt: 
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Review your publishing schedule by analysing listener engagement and feedback. If 

downloads or interactions drop, try adjusting release times or frequency. Stay flexible to 

optimize your podcast’s reach and impact. 

 

7.5. Promoting your podcast 

Promoting your podcast is key to reaching more listeners. Here are some simple, low-cost 

strategies: 

First of all, use the project website and project social media. 

1. The project website is accessible under the link www.greenstartuppers.eu 

● Promoting your podcasts, ensure that the project’s website have a link/s to your 

podcast/s. 

● Write blog posts. Short summaries of each episode to post on the website. This can 

be shared on social media to drive traffic. 

2. project Facebook https://www.facebook.com/people/Green-

StartUppers/61561232317204/ 

Social media is a powerful tool for podcast promotion. Use these methods: 

a) Share on Institutional (if possible) and the Project’ social media: ask your school or 

project partners to share each episode / link to podcast on their social media 

platforms. 

b) Post clips or highlights: create short video snippets using free tools like Headliner 

to share on Instagram, Twitter or TikTok. 

c) Use hashtags: add relevant hashtags like #GreenEntrepreneurship and 

#Sustainability to your posts for better visibility. 

3. Engage with your audience 

http://www.greenstartuppers.eu/
https://www.facebook.com/people/Green-StartUppers/61561232317204/
https://www.facebook.com/people/Green-StartUppers/61561232317204/
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a) Ask for feedback: encourage your listeners to leave comments or reviews. It helps 

build a stronger community. 

b) Host Q&A Sessions: use Instagram or Facebook to host Q&A sessions where you 

discuss podcast topics or green entrepreneurship. 

4. Promote through e-mail campaigns/newsletter 

If your school or project has a newsletter, share new episode announcements with a brief 

description and a listening link. 

 

7.6. Tracking Success 

Most free podcast hosting platforms provide basic analytics tools that enable you to track 

how your podcast is performing. Understanding these metrics is crucial for evaluating the 

effectiveness of your content and tailoring it to better meet your audience's expectations. 

Below are the key analytics features you should focus on: 

1) Downloads and streams: 

Tracking downloads and streams over time reveals audience size, trends, and the impact 

of promotional efforts. This metric shows how many people are listening to each episode, 

and which topics resonate most with your listeners or whether your promotional efforts 

are driving more engagement. 

2) Audience Demographics: 

Analytics tools provide demographic data (age, gender, location,) about listeners, helping 

tailor content to their preferences and needs. Regularly reviewing these metrics offers 

insights into your podcast's performance and aids in attracting new listeners. 
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7.7. Adapting and Improving 

Improvement is a continuous process, and adapting your podcast based on feedback and 

analytics can significantly enhance its appeal. Small adjustments made over time can help 

keep your audience engaged. Here are some simple steps to guide you: 

1) Listen to feedback: 

Paying attention to listener feedback, whether positive or constructive, helps refine your 

content and strengthens your connection with your audience. 

2) Identify trends from analytics: 

Use analytics data to identify popular topics or conversation with guests, that garnered 

more downloads or streams,  and focus on similar content that resonates with your 

audience in future episodes. 

3) Make incremental adjustments: 

Make small, manageable improvements to your podcast, such as refining episode titles for 

clarity, adjusting sound quality, or experimenting with episode length, to create a 

noticeable impact without adding significant workload. 

 

7.8. Conclusion 

Publishing and promoting your podcast can be a straightforward and rewarding with the 

right tools and mind-set. By leveraging free resources and simple promotion techniques, 

such as engaging on social media and collaborating with partners, you can effectively 

inspire a broad audience. Consistency in releasing episodes and maintaining regular 

engagement with listeners helps to build trust and establish your podcast as a reliable 

source. Over time, your podcast can become a key resource for those passionate about 

green entrepreneurship and sustainability, sparking conversations and innovative ideas for 

a more sustainable future. 
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Annex No. 1 – Podcast Host Documents 

1. Introduction 

This document is designed to assist individuals involved in the production of podcasts for 

the project. It includes essential data and information for organising interviews, preparing 

content, and ensuring a smooth podcasting experience. 

2. Guest Preparation Sheet (to fill in before the recording) 

Please fill out the following information before the interview: 

- Short Biography: 

- Topics you would like to discuss: 

- Key points you wish to include: 

3. Pre-Recording Checklist for the interviewer (to go through before the recording) 

- Check equipment (microphone, headphones) 

- Review recording location (quiet, appropriate lighting) 

- Ensure all participants are ready 

4. Episode Description Template (to fill in before the recording) 

- Title of Episode: [.........] 

- Short Description: [.........................] 

- Guest: [Guest's Name................] 

- Key Points Discussed: [Points..........................] 

5. Recording Protocol Template (to fill in after the recording) 

- Date of Recording: […..] 

- Guest Name: […..] 

- Summary of Episode: [……………..] 

- Issues Encountered: [List any issues…………...] 
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Annex No. 2 - Podcast Script Template (to fill in before the 

recording) 

Organization: …………………. 

Podcast Topic: …………………….. 

Date:………………………… 

Part 1 – Introduction (approx. 5 minutes) 

Welcome and brief presentation of the interviewer: 

Brief mention of the project and its aim:  

Introduce of the host / the guest (entrepreneur) for the episode – guest’s short 

biography: 

Brief introduction of the podcast series and its purpose: 

A quick overview of what the episode will cover, setting expectations for the audience: 

Part 2 – Main Body (15-20 minutes) 

1) Main Content (Interview): 

This is the core part of the podcast, where you’ll engage in a conversation with the 

guest.  

Ask open-ended questions to encourage detailed responses and personal stories from 

your guest. 

Make sure the discussion covers different aspects of green entrepreneurship, such as 

sustainable business models, the importance of eco-design, or the entrepreneur’s 

experience with renewable energy solutions. 
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- [Question 1] ………………………… 

- guest answer 

- [Question 2] …………………………. 

- guest answer 

- [Question 3] ………………………… 

- guest answer 

2) Additional Topics: 

- [Topic 1]: …………………………. 

- possible discussion between an interviewer and a guest or question (an interviewer) 

and answer (a guest) 

- [Topic 2]: ……………………………. 

- possible discussion between an interviewer and a guest or question (an interviewer) 

and answer (a guest). 

3) Key Takeaways: 

After the main interview, summarize the key points discussed.  

Highlight any important advice or insights shared by the guest that can be useful for 

your listeners. 

Part 3 – Closing (5 minutes) 

Conclusions and summary of the interview: 

Thanks to the entrepreneur (guest) for taking part in the recording: 

Guest saying goodbye: 
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Invite your listeners to stay tuned for future episodes and provide information on how 

they can follow the podcast (e.g., social media platforms, project website, etc.). 
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Annex No. 3 - Guest Agreement and Consent Form Template 

(to fill in before the recording) 

This agreement outlines the terms of collaboration for the podcast interview within the 

project “The Green StartUppers Project: Empowering VET Community to Foster 

Sustainable Entrepreneurial Mindsets as a Transition to a Circular Economy”: 

 

- Guest Name: [..........................] 

 

- Purpose of recording: This recording aims to create an informative podcast episode that 

highlights successful green entrepreneurs and their insights on green business practices. 

 

- Rights to audio materials: The podcast creators retain the rights to use, edit, and 

distribute the audio materials for educational and promotional purposes related to the 

'Green StartUppers Podcasts' project. 

 

- Consent to use image and voice:  

I, consent to the recording of my voice for the podcast and its use in project and as a 

promotional materials. I understand that this material will be shared publicly. 

 

The EU Privacy Notice can be found under the link https://webgate.ec.europa.eu/erasmus-

esc/index/privacy-statement 

 

Guest Signature: _____________________  Date: __________ 

 

https://webgate.ec.europa.eu/erasmus-esc/index/privacy-statement
https://webgate.ec.europa.eu/erasmus-esc/index/privacy-statement
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