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	About this template

Use this template alongside the practice recording in Activity 4.2. It keeps your listening notes, what you did and your editing note in one place, so you can refer back to them when you produce your own Capstone audio in Chapter 4.

The recording is a short explanation for pupils aged 10 to 11: why we see lightning before we hear the thunder. Nothing is submitted: keep the completed template with your edited file. Shaded text shows an example; replace or delete it.



Step 1: Listen before you edit

Play the whole recording once, with headphones if you can. Note the start and end time of each problem and decide what to do about it.
	From – to
	What you hear
	Cut, shorten, fix or keep?
	Why (for the listener)

	0:00 – 0:07
	Room noise, a knock, 'Is it on?'
	Cut (copy a second of noise first)
	Pupils should hear the question first, not the set-up

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



Step 2: What you did

	Operation
	What you did
	What it changed for the listener

	Shorten pauses
	Cut the three long silences down to about a second each
	The explanation keeps moving; no moment where a pupil wonders if it has stopped

	Trim start and end
	
	

	Remove the repeated phrase
	
	

	Shorten pauses
	
	

	Reduce noise
	
	

	Even out the volume
	
	

	Fades
	
	

	Export (format, length)
	
	



Editor used (and version)
 

Step 3: Editing note (75 to 100 words)

Explain two of your editing decisions and how they improve clarity, pacing, accessibility or the listening experience. Name the change, what it changed for the listener, and why that matters for pupils of this age.
 
 
 
 
 
 
 
Step 4: Check your edited recording

☐  The first thing a listener hears is the question, not the set-up.
☐  Speech is intelligible, with no distracting background between the words.
☐  Volume stays comfortable from start to finish without adjusting the player.
☐  No silence is long enough to make a listener wonder whether it has stopped.
☐  Every sentence is said once; the false start is gone.
☐  The recording ends cleanly after the last sentence.
☐  The export plays from start to finish outside the editor.
☐  My editing note explains two decisions in terms of what the listener can now hear or follow.

Quick reference: an order that saves work
	Step
	Why in this order

	1. Trim and cut
	Start, end, false starts and long pauses: no point cleaning what you will delete

	2. Reduce noise
	Before raising any volume, or you raise the noise with it

	3. Even out the volume
	Raise the quiet part, then normalise the whole file

	4. Fades
	Short ones at the very start and end, only if they help

	5. Export and listen
	Once on a phone speaker, once on headphones



Notes
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