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What is it a podcast?  

We are not expecting you to be experts. 

Actuality, we expect that most of you will be 

making a podcast for the first time. So, this 

is the perfect place to start! In this guide, we 

will walk you step-by-step with instructions 

on how you can create your own podcast 

from start to... "end"? Well, our goal with 

this guide, as with the EcoPodcasts project 

in general, is to teach the basics and guide 

you through the basic elements, processes, and logistics of podcasting so that your 

blossoming, creative minds can confidently wander the world of podcasting.   

In other words, it's about learning new skills in a fun way! Therefore, this practical guide will 

help you on your podcasting journey in a clear and comprehensive way, creating the right 

balance of practicality in order to give you all the necessary material on what it takes to create 

a podcast, whether on topics related to caring for the environment and fighting climate 

change or on any other topic you might be interested in. 

 But before we start anything, let's define what a podcast is, 

even though most of you might already have an idea… To begin 

with, a podcast is a simple audio file that is published on the 

internet. A podcast can include video or other types of files 

such as images or emojis, but for the purposes of our EcoPodcasts guide, when we refer to 

podcasts, we will mean podcast audio most of the time. However, you can be as creative as 

you want! You can make podcasts with either audio only, or with video and images! 
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If you have ever thought that a podcast is like a radio show, you're right! Both a 

podcast and a radio show often involve one person talking about a topic, or it can 

be an interview of someone or a group of hosts discussing a topic. Additionally, a 

podcast can sometimes be an audio recording of a lecture or video.  

However, one noticeable difference between podcasts and a 

radio show is that podcasts are usually structured as a series of 

regular episodes on either a specific topic or a variety of topics. 

For example, a new episode may be released every week, but 

you can listen to it whenever it is convenient for you. That is, 

you can listen to podcasts that were uploaded to a platform 

either a few weeks, months or even years ago. This is another 

important difference compared to radio shows, which are usually broadcast in real time on a 

radio station and not stored somewhere, and in order to access the radio station the listener 

must either live in the area where the radio station is broadcasting, or the radio station must 

have a website with a real-time broadcast. As a result, podcasts offer a unique freedom to the 

listener. What is more, listeners can subscribe to their favorite podcasts to receive 

notifications of new episodes.  

Podcasts come in all shapes and sizes. That's good news 

for you, because it means you have plenty of room to be 

creative and make something that excites you. Although 

we at EcoPodcasts focus on environmental education 

and fighting climate change, we can create podcasts 

that are characterised by great variety.  For example, 

podcasts can tell stories. Some feature people in 

conversation. Many are educational as they teach listeners about a specific topic. Or we can 

even use humor to get listeners to take action against climate change! So, let’s go!    
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What does it take to create a podcast?  
 

Well, don't I need complex and expensive equipment to make a podcast  

Luckily not  

There are ways to make a podcast without buying expensive microphones and 

voice recorders. This guide mostly includes ways to make a podcast with two 

tools you most probably already have: A smartphone and a computer. 

 

Can I make a podcast on my own or do I need to get a lot of people involved 

Both  

There is no strict number of people required to create a podcast, you can create 

a podcast yourself. However, it's more useful and constructive to have a group 

of people working in different roles, and the podcast can be more fun when there 

are a few hosts/panelists/interviewees. 

 

But again, won't the sound need some processing (mixing)  

Don't worry  

If you want to get a professional result, you can mix the audio, which is the 

process of editing and positioning audio clips in a way that sounds seamless and 

natural to the listener. More specifically, once you and your team have recorded 

sounds from interviews, events, or other sources, you can edit them in an audio 

editing software, such as Audacity, which can be downloaded for free from the 

internet. 

https://www.audacityteam.org/
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So, you have something to say?  

Put on your headphones & 

 get ready to hit record! 

 

 

 

 

 

Equipment & Tools 

The first question that comes to mind to start your own podcasts is the magic word: How 

How do I make the audio recording 

With equipment that you most probably already have 

A phone 

If you're carrying a mobile with you, then you are also carrying an audio recorder. You can 

record various sounds, conversations and interviews with your mobile phone through audio 

recording apps. And if you use it properly, then you can record sounds with high quality that 

will be suitable for your podcast. You can also use your phone's recording app that is installed 

by default. If you have an Android phone, find the "Voice Recorder" app, and if you have an 

iPhone, go to the "utilities" folder, and click on "voice memos".  

An external microphone will definitely provide better sound quality if you have the 

resources, but if you don't, then start with a phone 
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One tip is that you should have enough storage space on your phone to do this, and you can 

either email the audio file to yourself or connect your phone to a computer to save the 

recording. 

Also, another tip is that if you are recording a person talking, keep the phone within a few 

inches of their mouth. Not too close, but no more than a few inches away. Of course, before 

you start any voice or sound recording process, you can do one or more tests. 

A computer with audio editing software 

Okay, I've got all the sounds I want my podcast to include, now how do I edit them 

First, you will need to carefully gather all the 

sounds you want your podcast to include, 

whether they are voice recordings or other 

sound effects such as music. Next, you will 

need an audio editing software to "mix" all the 

audio files together. Fortunately, there is such 

software, which are of good quality, safe and 

free of charge. 

If your school already provides free audio editing software for educational purposes, you can 

use it. If not, we recommend Audacity on Windows computers and Garageband on Mac 

computers, both of which are free software that can be downloaded from the internet.  

You can find Audacity here and Garageband here. In both software there are many tutorials 

for making podcasts, try googling the phrases "Audacity tutorials podcasts" or "Garageband 

audacity tutorials podcasts" and you will find tutorials like this one for Audacity or this one 

for Garageband. 

https://www.audacityteam.org/
https://www.apple.com/mac/garageband/
https://www.youtube.com/watch?v=xl-WDjWrTtk
https://www.youtube.com/watch?v=xhesskgmIsQ
https://www.youtube.com/watch?v=xhesskgmIsQ
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A quite specialised free software/service is Anchor.fm, which is available in several 

languages. You can use the service to record, host and distribute podcasts, on your computer 

or mobile app. 

However, the service can be used by users 13 and over, and thus teachers and students over 

the age of 13 can use it.  

Anchor.fm also has several options for 

background music, while you can even 

publish your recordings directly to iTunes, 

Spotify, Google Play, etc. This feature makes it 

quite easy for your teachers, classmates, and 

parents to be updated and to listen to the 

podcasts. Another quite useful feature is that 

you can record a podcast with a guest or co-

host in another city or country. All you both 

need is to have the app! 

Also, through Anchor.fm you can create a transcript of your podcast. This could add a new 

learning element to the podcast creation process and also help those who are not auditory 

learners or who are English learners or who are hearing impaired, thus including people from 

a larger audience who are otherwise excluded.  

In addition to the above, there are other platforms that offer the ability to record voice and 

make a podcast, so you can explore the following suggestions: 

Vocaroo: You click record, and then it downloads as a WAV file. It's free, easy to use and no 

account required. 

https://anchor.fm/
https://vocaroo.com/
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Sodaphonic: You click record, and then it downloads as a WAV file. It's free, easy to use and 

no account required. 

Soundtrap: It is Freemium and user registration is required. It allows collaborative creation 

and access to multiple other platforms. 

 

While there are tools for remote interviews, such as the following:  

Zencastr: It is Freemium and user 

registration is required.  

Streamyard: It is Freemium and 

user registration is required. 

Skype: It is free and user 

registration is required. 

Zoom: It is free and user 

registration is required. 

 

  

https://sodaphonic.com/
https://www.soundtrap.com/
https://zencastr.com/
http://streamyard.com/
https://www.skype.com/en/
https://zoom.us/
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The Heart of Podcasting 

Before we start exploring the heart or core of a podcast, we would like to ask you an 

important question: Have you ever listened to a podcast or radio show before 

If so, think about what you liked; why you listened to it; or what you didn't like; what made 

you bored 

For those who haven't listened to a podcast or radio show in the past, think of a TV show or 

a broadcast on an online platform, such as a YouTube show. 

Think about the different ways in which the segments of a show are structured. Is there a 

host? Is there an interview - or is there a narrator telling a story, which can have interview 

clips in between?  

Exploring ideas 

After your reflection, think about what you would like to share in your 

own podcasts. The EcoPodcasts project focuses on issues related to 

environmental pollution and the fight against climate change. You can 

think of anything relevant, for example by reflecting on discussions 

and educational material you have explored at school, or 

conversations with your parents and friends. You can also explore the 

educational material in the EcoPodcasts project. However, this guide is not just about 

podcasts about fighting climate change, but you can create a podcast on any topic you might 

be interested in. 
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Some of the questions you could ask yourself are: 

Do you want to tell a story from your school or community: about something that happened 

there that would interest the audience 

Do you want to comment on an issue that is important to you 

Do you want to stimulate the audience to take action for something, for example on 

environmental pollution 

What is the positive change you would like to see in society      

What would you change in the world 

Do you want to talk about something that is of concern to you and your peers while the adults 

are not as interested 

Take a few minutes to brainstorm, either on your own, with your 

classmates, or with anyone else who can help you, such as your 

teacher or a parent. 

 

Then, think about the structure of your podcast 

Are you going to interview someone 

Will you have a host telling a story or describing something 

Will you include some other sounds to keep your listeners interested, such as music or other 

audio clips 
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Sounds to include  

In addition to the main part of your podcast, you need a few more sounds to include, while 

you can add more than just the basic sounds. First of all, you need a sound for the start of 

your podcast, which will mark the beginning of the podcast and will be the same across all 

your podcasts. The same sound could be placed at the end of the podcast, or there you might 

want to have a different sound.  

In between you could include any sound you think would be 

a good fit. You can find a variety of ready-made sounds or 

record your own sounds relevant to your story. For example, 

if you are telling a story from school, you can record sounds 

of children's voices playing at break time. If your podcast is 

about the environment, you can include sounds of animals, 

such as birds, or sounds of nature, such as the sound of the air 

or the sea. 

There is a huge variety of sounds that you can download for free from the following platforms 

(some require user registration): 

 

Music: 

Free Loops 

Open Music Archive 

Jamendo 

iBeat 

http://free-loops.com/free-loops.php
http://www.openmusicarchive.org/index.php
http://www.jamendo.com/en/
http://ibeat.org/
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incompetech 

Purple Planet 

Musopen  

 

 

Sound Effects: 

Free Sound Project 

Sound Jay 

Sound Bible 

freeSFX 

YouTube has launched a free Audio Library with 150 Royalty-Free Tracks. 

The BBC has a collection of 16,000 sound effects downloadable and usable. 

ZapSplat  

Evoke Music lets Artificial Intelligence create free music for you to use. 

Nozier One 

 

http://incompetech.com/
http://www.purple-planet.com/
http://www.musopen.com/
https://freesound.org/browse/
http://www.soundjay.com/
http://soundbible.com/
http://www.freesfx.co.uk/
https://studio.youtube.com/channel/UC0mp-4tG3jt2un52pWhqKZg/music
http://bbcsfx.acropolis.org.uk/
https://www.zapsplat.com/
https://evokemusic.ai/
https://www.noizer.one/
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Other Key Elements 

The first feature we think of around a podcast is the sound, 

however it is not the only one. Your podcast needs a title, whether 

it's a single podcast or multiple episodes. Any title you choose 

should match the character and the content it relates to. Try to be 

inventive and have imagination 

You also need a cover artwork, which is a piece of artwork that will serve as the image that 

represents the podcast on all the major podcast platforms, such as Apple Podcasts, Google 

Podcasts, Stitcher, Spotify, Amazon Podcasts, etc.  This image should be between 1500 x 1500 

and 3000 x 3000 pixels in JPEG or PNG format. Making it and resizing it can be done in Canva 

or Google Slides.   

But what's the difference between a podcast and an episode      Isn't it the same 

In the world of podcasts there are a few key distinctions. 

A podcast byte is a podcast under 5 minutes. 

A podcast segment refers to a specialized subsection or deviation from the main content of 

your show, often introduced to help break an episode into more manageable sections. 

Podcast segments give listeners a sense of structure and order when listening to your show. 

A podcast episode is a show made up of several parts-episodes. 

Based on the above, it is up to you to decide how you want to format the parts of your shows. 

For example, each topic can be a new segment, and each topic should tie into the overall 

theme of your podcasts.  

https://www.canva.com/
https://www.google.com/slides/about/
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In addition to the above categorization of segments, every podcast, whether it is a standalone 

or part of a series of a show, should have sections. Podcasting is like writing an essay, as it 

consists of a beginning, middle and end. In podcasting, the beginning is known as the 

introductory section, the middle is known as the section(s), and the end is known as the 

concluding section. You should plan the topics to be included in each segment. 

Each segment can have its own audio. As already mentioned, you can use distinctive sounds 

for the beginning and end of a podcast, and in the intermediate sections you can have 

different sounds each time or the same sounds that characterise the subsections of the 

podcast. 

Additionally, there is no specific length that a podcast must have. Podcasts are available in 

various durations. Α general rule is to keep going until you're not producing quality content 

and stop there. 

Another important feature to develop a podcast is to assign specific roles. There can be 

several roles in order to make a podcast, and it is possible for one person to take on all the 

roles. However, in most student projects the roles are divided between 2-4 students. Below 

you can find some of the most important roles to consider: 

Producer, who helps with the script, content and direction of 

the podcast. 

Host/co-host, who leads the narratives of the show. 

Guest hosts, who usually offer an area of expertise or 

experience with the topic, and can be just other classmates 

you want to discuss a particular topic with.  

Editor, who can be the producer or another person. The 

editor is responsible for editing the audio, which includes 

adding audio (music/sound files) and publishing the podcast. 
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The art of interviewing 

It is very likely that you will interview someone for your podcast. You 

might even choose to interview multiple people on the same topic. So, it's 

important to make the most of the time you spend recording them. 

 

First step: Do your research. 

Before you start anything, you need to understand why you want to interview the person you 

are considering. You also need to learn about who the person is, what they do, as well as the 

topic you are podcasting about. 

Of course, you should prepare questions. Make a list of open-ended questions you would like 

to ask during your interview. It's okay to go off track, and it is fine to ask follow-up questions 

that you had not thought of but were inspired by the actual conversation. But in any case, a 

list will help you get started. 

Second step: Think about the environment.  

It is advisable that the place where the interview will take place is quiet enough. However, if 

you're interviewing someone at an event, it is fine if there is some noise in the background - 

as long as it is the sound you want to have in the background and it is not distracting. 

Third step: Once you press the rec button. 

Ask the interviewee to introduce themselves on the tape. The person should state their name 

and what they do, while a student should state their age and class. 

Record your own questions correctly so that there is a flow to the conversation. 
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You will have prepared some questions - but that doesn't mean you are following a script. If 

the person says something that interests you, ask questions. That's why you are there 

Always remember that it is normal to be 

nervous. The person you are interviewing 

is probably also nervous. Especially if it is 

for example a classmate of yours. The 

better you know your questions and the 

better prepared you are, the better you will 

feel  

 

Storytelling 

Storytelling means telling a story. You have to find a way to convey a narrative in a way that 

is engaging to the listener. The choice is yours whether it's fact or fiction, but make sure the 

listener understands if it's one or the other so that there is no confusion.  

Some questions that can help you are: 

 

What story will you tell 

What is the beginning, middle and end 

What is the most important and critical aspect of your 

story 

Are there any lessons learned  
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Production – Mixing 

Mixing is the process of editing and organizing 

audio clips in a way that sounds smooth and 

natural to the listener. Thus, once you and your 

podcasting team have recorded sounds from 

interviews, events or other sources, you need to 

arrange them in audio editing software, such as 

those mentioned on pages 7 and 8. 

 

Follow the mixing process step by step. Give priority to the things you need to do to make 

your podcast sound as good as possible. Before you do anything else, you need to cut your 

audio into the clips you need, put them in order, and adjust the volume levels so they are not 

too loud or too soft to the listener's ears. These are all things you can do in any audio editing 

software. 

Publishing 

Publishing a podcast essentially refers to the process of making the podcast publicly 

available. This can be done in a number of ways, so let's start with the simplest: YouTube. It's 

free and requires the least amount of effort, and it's easy enough without requiring any 

specialization.  The only catch is that the audio of your podcast must be converted to video 

format before it can be posted on YouTube.   

A screen recorder, such as Screencast-o-Matic, Screencastify or Loom, will record the audio 

that your computer plays along with whatever appears on the screen.  Simply select a suitable 

background image, enlarge it to cover the entire computer screen, start screen recording, and 

press the playback button for your podcast audio.  When complete, the screencast recorder 

https://www.youtube.com/
https://screencast-o-matic.com/
https://www.screencastify.com/
https://www.loom.com/
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will have merged your screen background image with the podcast audio into a video file that 

can be easily pushed to YouTube for uploading. 

WeVideo is also a good solution, as it allows you to combine the 

prerecorded audio of your podcast with images of your choice, 

creating a video that can be posted to YouTube or sent to your 

Google Drive to be embedded anywhere you wish, like a Google 

Site. Here's an example of a student-run Google podcast site. 

You can choose to upload your podcasts to SoundCloud, a free and 

open platform for both listeners and creators, and it's quite easy 

as you can only upload audio and not video.  

For a podcast publication on iTunes, Google Play or Spotify, consider signing up for a 

dedicated podcast hosting platform like Anchor.fm. As already mentioned, this free service 

allows you to record an episode from any mobile device, co-host with friends across multiple 

mobile devices, edit the episode, and automatically publish it across all services (Apple 

podcasts, Google podcasts, etc.).  

There is also Libsyn, another service that 

makes it super easy to publish and share 

your podcast on all the top podcast listening 

services, and you can easily transfer all your 

episodes to other services if you ever decide 

to switch publishing services. Libsyn does, 

however, require a small monthly fee to store 

your audio. 

https://www.wevideo.com/
https://sites.google.com/hvrsd.org/globalpublicservicepodcasts/home
https://soundcloud.com/
https://anchor.fm/
https://libsyn.com/
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A few tips  

A podcast can be scripted. That is, we can plan the order in which 

everything will happen before the host gets into the studio to start 

recording. This can only happen after we use recorded various 

interviews and other sounds. However, there is no one right way to 

write a script for a podcast. In any case, podcasts are meant to be 

informal and entertaining 

If you're the host or narrator of the podcast, you may be a little nervous about recording your 

voice. But here's something important to remember: Your voice is what makes you - and your 

podcast - sound unique 

You want to sound natural, alert and energized. You want to sound like you - the real you 

Everyone stumbles over their words and it is natural    You can use shorter sentences that 

are easier to read. The key is to try to sound like you would if you were talking to a friend.  

And don't forget to have a glass of water next to you while you're recording 

On the one hand, there are students who simply 

record their voices directly on their computer 

or device, perhaps with only basic planning and 

rehearsal. On the other hand, there are very 

thoughtful podcast productions created with 

professional equipment. The podcast can 

include interviews, jingles, music, audience 

interaction and anything else you can imagine.  
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However, there is no right or wrong way to podcast    Learning is in the process and you need 

to consider what would work for your circumstances (experience, time frame, equipment, 

goals, age of students, etc.). 

 

A few examples  

Below you can find a short list of student podcasts (in English) on a variety of topics to get 

inspired:  

Ms. Vogel's students at Merrill Middle School created podcasts about the global water 

crisis. 

Ian Rockey, who is headteacher at Westwood with Iford Primary School, helps his 

pupils create a radio show, which is also available as a podcast. 

The students of the Tiger Tales school recorded their theatre performances in podcast 

format, and embedded them on their blog. 

Russell Prue has been helping teachers and students in the UK create their own 

podcasts and radio shows for many years. On his Soundcloud account you can find 

many great examples of podcasts created by students. 

A variety of podcasts in interview format. 

TED Talks Daily (one speaker talks). 

A variety of podcasts with multi-speaker debates/discussions. 

https://kristinvogel.edublogs.org/2020/03/04/2020-water-crisis-podcasts/
https://kristinvogel.edublogs.org/2020/03/04/2020-water-crisis-podcasts/
http://radio.westwoodwithiford.org/
https://tigheshilloc2013.edublogs.org/2018/03/22/readers-theatre-10/
https://soundcloud.com/russellprue
https://podcasts.google.com/feed/aHR0cHM6Ly9mZWVkcy5zaW1wbGVjYXN0LmNvbS9BXzNwQV9hVw?sa=X&ved=0CAMQ4aUDahcKEwjw4MKk0eD8AhUAAAAAHQAAAAAQAQ
https://podcasts.google.com/feed/aHR0cHM6Ly9mZWVkczIuZmVlZGJ1cm5lci5jb20vdGVkdGFsa3NfYXVkaW8
https://podcasts.google.com/feed/aHR0cDovL2lxMi5pcTJ1cy5saWJzeW5wcm8uY29tL3Jzcw
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“Podcasts can perform so many functions:  

They can educate, entertain, inform, and inspire.” 
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