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Session Plan for Trainers

Module 1 Introduction to Community Radio

Session Length: 2hrs (plus 30mins for preparation)

Aims of Session: By the end of this session students should:
1. Understand what is Community Radio and its history in Timor Leste?
2. Have read and understood the Journalists' code of ethics
3. Be familiar with all the different parts of the station
4. Know how to access the ARKTL website 

Equipment provided:
Session Plan
Community Radio Training Materials
- journalists' code of ethics 
- audio example 'Edukasaun, Saude and Kultura'

Equipment you need to provide:
flip chart and pens
a 5-minute excerpt from a recent program saved on the studio or production computer or a usb

Activity Notes /equipment Time

Preparation - Read through the session plan and ensure you have 
all the materials required for the lesson.
- Make sure you have a flip chart and pens and that 
the room is clean. 
- Also, arrange to have water and coffee/ tea available 
during the breaks.

30min

Introductions

 

- ask students to say their name, what kind of program 
they're interested in making or what program they help 
out with if they're already doing some work at the 
station. Trainers are included in this.

- ask students to turn their phones off during training

10min



Overview of today’s Session Plan 
(5min)

 What are we doing in this session? 

Explain course structure (10min)
Discussion - What is community radio? (15min)
Station philosophy and structure (15min)
Listening to some audio (15min)
Break (10min)
Station Tour (30min)
ARKTL website (10mins)
Evaluation (5min)

               

Explain course structure 6 modules covering theoretical, technical, practical and 
social aspects of making great community radio.

 Explain the basic content of the 6 modules and 
tell students that they will be ready to make 
radio programs by the end of the course.

 Tell students how long the course will go for 
and what days and times training will be on.

10min

What is community radio?  Ask the group:
 Whether they listen to the radio? 
 Is community radio different from other radio 

like RTTL or commercial radio stations?
 how is community radio different?
 what is the most important thing about 

community radio?
 why do communities start community radio 

stations instead of newspapers or television 
stations?

 why is community radio so popular in Timor 
Leste?

 (get students to write on a flipchart what they think the 

15min



most important thing about community radio is) 

Your  radio  station's  philosophy  and
organisational structure

 Tell the story of how your station was 
established and what the station's objectives 
are.

 Explain the station's structure (e.g. staff, station 
manager and the board) and how decisions are 
made about new programs, spending, 
equipment changes etc..

15min

Listening exercise - audio piece 
 

Ask the group:
- what the piece was about?
- who's voices were heard?
- what they liked or didn't like about the program?

15min

Break 10min

Station Tour - the tour should cover the on-air studio and 
equipment, as well as the production studio (if your 
station has one) Make sure that new volunteers know 
where to find resources, such as the training materials, 
running sheet templates, portable recorders etc. 

- If you're not currently broadcasting a live program, let 
volunteers try the in-studio microphones (on cue)  

- Make sure that new volunteers know who they can 
ask for advice and who to go to if they have a problem. 
It's good if staff names, roles and contact details are 
displayed somewhere in the station.

30min



ARKTL website - If your station has internet access, bring up the 
ARKTL website www.arktl.com
- Show your station page and staff profiles
- Show students how to access training and other 
resources through the website.
- Also show the news on the front page and explain 
that staff contribute stories to the website by emailing 
them to ARKTL to be uploaded, show students where 
to find the template for website stories

- If your station does not have internet access, get 
students to write down the website address to view 
when they are next online. Show students the template 
for writing website stories and make sure they know 
where to find it on the computer.

10min

Evaluation of session - Ask students for feedback on the session and if they 
have any other questions
- Confirm time, date and attendance at next workshop

5mins

http://www.arktl.com/


Session Plan for Trainers

Module 2: Operating Studio Equipment 

Session Length: 1hr (plus 15mins preparation)

Aims of session: By the end of this session participants should be able to
1. Use the studio mixer and other in-studio equipment
2. Record to Cool Edit on the computer

Equipment provided
Session Plan
From training materials

- how sound travels
- mic pick-up patterns 

Equipment you need to provide
make sure that Cool Edit Pro (or Audacity) is working on the studio computer 

Activity Notes /equipment Time

Preparation Make sure that Cool Edit Pro is working on the studio 
computer and on the production room computer/s

15min

Introduction - Ask students to say their name again and what they 
had for breakfast, the following person has to say 
their own name and what they had for breakfast and 
the name of the previous person and what they had 
for breakfast, and so on

What are we doing in this session?
 Studio Equipment summary (15min)
 In-studio practice (30min)
 Evaluation (5mins)

10min

Studio Equipment Summary - Trainer gives an overview of how the mixer works 15min



and the studio equipment (use the how sound 
travels visual aid from the training materials to show 
how sound travels from the presenter to the 
audience).
- Focus on the various options for playing sound: 
mics, cd player, computer etc.
- Demonstrate by talking into the mic, then playing 
some music, then switching back to talking on the 
mic.

In-studio Practice - Students practice using the mixer with trainer 
assistance
- 5mins each 
- Focus on their mic technique. Show the mic pick-
up  patterns from the training materials and explain 
that the studio mics are cardioid so it's best be 
speaking directly into them from a distance of about 
15cm
- Get them to record something not smiling and then 
smiling
- draw students' attention to the levels and tell them 
about the correct levels
- Students take it in turns recording themselves and 
other students and playing the recordings back with 
the trainer's help 

30min

Evaluation - Ask students for feedback on the session and if 
they have any other questions
- Confirm time, date and attendance at next 
workshop

5min



Session Plan for Trainers

Module 3: Using CoolEdit Pro

Session length: 2hrs (plus 15mins preparation)

Aims of Session: By the end of this session participants should be able to:

1. Edit audio using Cool Edit 
2. Open and save files using Cool Edit

Equipment provided
Session Plan
Training Materials
- Cool Edit visual training aids

Equipment you need to provide
Make sure that Cool Edit Pro is working on the studio computer and on the production room computer/s

Activity Notes /equipment Time

Preparation Make sure that Cool Edit Pro is working on the studio 
computer and on the production room computer/s

15min

Administration 

Overview of today’s Session plan

Introductions
ask people to turn phones off during training

what are we doing in this session? 
 Recording to Cool Edit demonstration (20mins)
 Students practice recording to Cool Edit 
(25mins)

      3. Break (10min)
4. Why we edit and editing ethics (15mins)
5. Cool Edit practice (30min)
6. evaluation (15min)
               

5min



Trainer Demonstrates Recording To 
Cool Edit 

Take the group into the studio:
 Demonstrate opening a Cool Edit file
 Explain the settings required for broadcast 

(Sample rate: 44,100, Channel: Mono, 
Resolution: 16bits) when opening a new file.

 Show single wave screen and multi-track but 
explain that multi-track can be taught later. For 
now students will just use single track.

 Record some audio of you or someone else 
peaking and show ideal levels (aim for a 
maximum level of -6 before distortion and 
clipping)

 Demonstrate how to save the file and tell 
people to always save an original file as a wav 
because it's higher quality than mp3.

 Make sure you NAME and SAVE your files in a 
system that you will understand (start practicing 
good file organisation now)

 ALWAYS save an original of the file you are 
working on and work on a COPY so that you 
never lose any of your audio if you make a 
mistake or the computer crashes.

30min

Students Practice Recording to Cool 
Edit

Ask students to each record themselves saying the 
numbers 1 to 10 and save their file in the TRAINING 
folder on the computer with their name on it.

25min

Break 10mins

Why we edit? Editing ethics. Discuss with students, why do we edit audio for radio 
programs? What kind of material will we usually be 
editing (e.g. interviews recorded with a portable 
recorder, interviews recorded in the studio, a recording 
of a script for a program, sound effects etc.)

Key points:
 Editing makes your piece sound better because 

15min



it is concise and easier to listen to.
 Editing takes a long time so be prepared
 Editing has an ethical responsibility – you 

cannot change the meaning of a person’s 
words or intention

Students practice editing Using the studio computer and the computer/s in the 
production room, ask students to edit the numbers and 
reverse the order so that the numbers now go from 10 
to 1. Use the Cool Edit Pro visual training aids from 
the training materials to remind students about Cool 
Edit functions if they've forgotten. Afterwards they 
should save the files in the training folder with a new 
file name.

30min

Evaluation of session - Ask students for feedback on the session and if they 
have any other questions
- Tell them to come in and practice what they’ve 
learned
- Confirm time, date and attendance at next workshop

5min



Session Plan for Trainers

Module 4: Basic news-gathering skills 

Session Length: 1½hr (plus 15mins for preparation)

Aims of Session: By the end of this session students should:
1. Understand what is news?
2. Be able to follow and find news stories in their community
3. Know how to develop contacts in the community
4. Be able to research a news story
5. Know how to decide who to talk to and interview when covering a news story 

Equipment provided:
Session Plan
Training Materials
- scenarios

Equipment you need to provide:
flip chart and pens

Activity Notes /equipment Time

Preparation - Read through the session plan and ensure you have 
all the materials/equipment required for the lesson.

15mins

Introductions

 

Overview of today’s Session Plan 

- ask students to say their name, what kind of program 
they're interested in making or what program they help 
out with if they're already doing some work at the 
station. Trainers are included in this.

- ask students to turn their phones off during training

 What are we doing in this session? 

1. Discussion - What is news? (30min)
2. Tips for news-gathering (15min)

10mins



3. Activity – Covering a story (30min)
      4. Evaluation (5min)
         

What is News? Split the group into 2 smaller groups and ask them to 
discuss what is news and write their ideas on a 
flipchart.

Key points include:
 News is information relevant to people's lives 

(that means relevant to the people in your 
community)

 News is what has happened or is happening 
not what you think about it.

 Although we often ask community members 
what they think of a government action or a 
natural disaster or something else that happens 
(this is an important part of news)

 News is usually new, something that people 
don't already know about

 You need an angle to report a new story, a way 
to help your audience understand why the 
information is important. This could mean 
talking to villagers made homeless during 
flooding and seeking comment from the 
municipal administration about their complaints 
that they have received no government help, 
rather than simply reporting what the municipal 
administration says they are doing.

 News stories should usually present a range of 
different voices commenting on an issue.

 News should seek to present a balanced view. 
This doesn't necessarily mean giving equal 
amounts of time to both sides of an argument. 
It can mean researching and uncovering 
information and presenting a news story that 
supports one side of an argument based on 
objective facts.

20mins



Tips for news-gathering  keep a list of contacts (people's names, where 
they work/live, phone number and what kind of 
information they can give you)

 follow up on things that you hear casually
 ask for regular information about decisions and 

spending from the municipal administration and 
government

 ask local groups, schools/colleges, clinics, 
cooperatives to let you know when they are 
planning something or if something happens

 ask listeners to call the station if they're having 
problems with the government or if they have 
any information about current events

 any other ideas

15mins

Covering a story Students are presented with 2 scenarios, in pairs they 
need to answer the following questions (choosing one 
scenario):

 what extra information do they need to find 
out?

 How will they find this information?
 Who will they interview?

After 15mins the group comes back together to 
discuss how they've answered those questions and 
give each other feedback.

30min

Evaluation of session - Ask students for feedback on the session and if they 
have any other questions
- Confirm time, date and attendance at next workshop

5mins



Session Plan for Trainers
Module 5: Script Writing and Interviewing

Session length: 1½hr (plus 15min for preparation)

Aims of Session: By the end of this session participants should be able to:
1. Prepare for an interview
2. Conduct a short interview
3. Write a script for a news story

Equipment provided
session plan
From training materials:
- scenarios from Module 4
- example interview questions
- example script

Equipment you need to provide
flipchart and pens

Activity Notes /equipment Time

Preparation - Read through the session plan and ensure you have 
all the materials/equipment required for the lesson.

15mins

Introductions

 

Overview of today’s Session Plan 

- ask students to say their name, what kind of program 
they're interested in making or what program they help 
out with if they're already doing some work at the 
station. Trainers are included in this.

- ask students to turn their phones off during training

 What are we doing in this session? 
 Tips for Interviewing (10min)
 Activity – preparing and conducting an 
interview (30min)

10min



 break (10min)
 Tips for Scriptwriting (10min)
 Activity – Writing a script for a news story 
(25min)
 Evaluation (5min)

 

Tips for Interviewing Give students some tips for doing good interviews
 ALWAYS be prepared. Make sure you've done 

your research and written up your questions.
 Make your guest comfortable. Tell them how 

long you want to speak with them for and what 
you want to speak to them about. Spend a little 
bit of time chatting about other things before 
you start recording to put them at ease

 Ask simple open-ended questions (i.e. not 
questions that have a one word answer)

 Make sure that you've prepared your 
equipment before the interview (e.g. putting 
new batteries in the portable recorder, checking 
your microphone or opening a new file to 
record in Cool Edit)

 If you don't understand something, neither will 
your audience... ask your interview guest to 
explain things or give examples if the meaning 
isn't clear.

 RELAX and enjoy the conversation. Let it flow, 
it's fine to ask questions that you haven't 
scripted

Is there anything else that you would add to this list?

10min

Preparing and conducting an interview  Ask the students work in pairs to prepare 5 
interview questions for a person they've chosen 
to interview from one of the scenarios they 
used in the previous module. 

 Then they will conduct the interview in front of 

30min



the rest of the group with one person taking on 
the role of interviewer and one person being 
the interview guest.

 Afterwards the group will give feedback on the 
interview, paying particular attention to:
 how well the interview flowed
 whether the questions were simple, open-

ended and appropriate
 the delivery (e.g. did the interviewer listen 

to their guest's responses and ask the 
questions in a friendly and interested 
manner)

 
Break 10min

Tips for Scriptwriting Give students some tips for good scriptwriting:
 Write as you speak. Scripts should not use 

formal language or very complicated 
sentences. 

 Be clear and concise
 Repeat important information
 Make sure you always give your listeners a 

summary of the program content, say who you 
are, and what program and station their 
listening to at the beginning and the end of the 
show

 A script is like a story with a beginning, a 
middle and an end

 Make sure your script includes breaks for 
music tracks or station IDs. People can't 
usually concentrate on one voice for more than 
two minutes

Is there anything else you would add to this list?

10min

Writing a script for a news story 1. Ask the students to work in pairs again. This 
time they are writing a script for a news story 



based on one of the scenarios from the 
previous activity and Module 4. The script 
should be no longer than half a page (or two 
minutes)

2. One of the pair will then read the script to the 
rest of the group.

3. The rest of the group will then give feedback 
based on:

◦ how interesting the script is
◦ whether it contained all the essential 

information (i.e. an intro including 
station, program and personal Ids and a 
summary of info, important information 
etc.)

◦ if it was understandable
◦ etc...  

Evaluation of session - Ask students for feedback on the session and if they 
have any other questions
- Confirm time, date and attendance at next workshop

5mins



Session Plan for Trainers

Module 6: Program Design and Presentation

Session Length: 2hrs (plus 30min preparation)  

Aims of Session: By the end of this modules students should be able to:
1.Understand what make an interesting program
2. Know how to write up a running sheet
3. Know how to design a program that is informed by your station's programming requirements
4. Find interesting websites for further radio training and listening purposes 

Equipment provided
Session Plan
Training Materials
- example running sheet
- running sheet template

Equipment you need to provide
- flipchart and pens
- audio examples from 2-3 of your programs

Activity Notes /equipment Time

Preparation  Read through the session plan and 
ensure you have all the 
materials/equipment required for the 
lesson.

 Make sure you have several audio 
examples saved on the computer of 
excerpts from some of the station's 
programs

30mins

Introductions Ask students to say their name, what kind of 
program they're interested in making or what 
program they help out with if they're already doing 
some work at the station. Trainers are included in 

10min



 

Overview of today’s Session Plan 

this.

Ask students to turn their phones off during training

What are we doing in this session? 
 What kind of program do I want to make? 
(15min)
 Listening Activity and Discussion - What 
makes a good story (30min)
 Break (10min)
 Engaging with your audience (15min)
 Running sheets (30min)
 Evaluation (10min)

 

What kind of program do I want to 
make?

Ask people to suggest different styles of programs 
and flesh them out. Here are a few suggestions..
- Magazine style (i.e. music and chat)
- Current Affairs
- Music
- Talkshow
- Documentary
- Radio Drama

Discuss target audience with students. Ask them:
 How does the target audience affect program 

style? 
 Why is it important to know who your target 

audience is?

15min

What makes a good story? Listen to some examples of stories from your 
favourite programs at your radio station together. 
Discuss:

4. relevancy to local community?
5. interesting and informative?
6. interviews with ordinary people who don't 

30min



usually have a voice in the media?
7. Tone of the interviews, serious, chatty, funny, 

sad etc?
8. What makes a good radio story?

Tip for students:
Remember that people think with their heads and 
their hearts. It's important to appeal to their emotions 
as well as their intellect. Don't just report facts and 
figures, find out how different people in the 
community are affected by issues. Report real 
people's stories and struggles and celebrations.

Break 10min

Engaging with your audience Ask students to brainstorm ideas for engaging with 
the audience on a flipchart. Add any of the tips 
below if they haven't already been mentioned...

Tips for engaging your audience
 At the end of the program, ask the audience 

to call, sms or visit the station if they have 
any information to share or to give any 
feedback on the program.

 Make sure you tell your interview guests what 
day and time the interview will be broadcast 
so they can listen in.

 If many people in your community use 
facebook, make a program page on facebook 
and use it to promote your program each 
week and encourage feedback and story 
ideas from listeners

15min

Running Sheets Show students the running sheet template and 
example running sheet

Draw up a running sheet template on a flipchart. Ask 

30min



students to fill it in for a 30 min program called 
'Voice of the Community' including the following 
program elements: 

 intro music 
 program intro 
 3 short interviews
 station Ids
 2 music tracks
 program outro 
 outro music

Evaluation of session - Ask students for feedback on the session and if 
they have any other questions
- Tell them that they're ready to start producing 
programs and they best way to develop their radio 
skills is PRACTICE, PRACTICE, PRACTICE!!

GOOD LUCK!

10min


	ARKTL website
	Students practice editing

