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	About this template

Use this template to plan the audio component of your Capstone before you record anything. It takes you from purpose to a finished script, which later becomes your transcript.

Keep it beside you when you record and edit in Chapter 4: if the recording drifts from the plan, note why in your Production Log. Shaded text shows Marta's example; replace or delete it.



Step 1: Purpose, audience and role

Capstone learning objective (copy it from your plan)
 
 

What must the audio help learners understand or do? (one sentence)
 
 

Audience: class, age, language section, learners with specific needs
 
 

	Decision
	Your choice and why

	Role of the audio
	Stand-alone recap for revision, heard without pictures at home or on the bus

	Role (narration over visuals, explanation, recap, instruction or podcast-style segment)
	

	Where and how learners will hear it
	

	Approximate length
	

	Recording language
	



Step 2: Fit with the rest of your Capstone

For each other component, note what it already does, so the audio adds something instead of repeating it.
	Component
	What it already does
	What the audio adds (not repeats)

	Video (Unit 3)
	Shows the tilt staying the same while the Earth orbits
	A short recap pupils can hear again later, with a question to answer first

	Visuals (Unit 2)
	
	

	Video (Unit 3)
	
	

	Other
	
	



Step 3: The script

Write every word you will say. Short sentences. Mark pauses with [pause] and words to stress in capitals. A listener cannot look back, so say where they are ('first', 'three things to remember') and repeat the key idea at the end.
	Part
	What you will say
	Pacing and emphasis
	About (s)

	Opening
	First, a question. Why is it summer in June? Think of your answer now. [pause]
	A real pause, about 3 s: pupils answer first
	10

	Opening
	
	
	

	Development
	
	
	

	
	
	
	

	
	
	
	

	Closing
	
	
	



Total words, and estimated length (about 130 words per minute at a calm pace)
 

Step 4: Transcript and language

How will the transcript be provided (on the same page, a download, inside the final product)?
 
 

Anything said that needs describing or explaining in the transcript (sounds, names, terms)?
 
 

Other language versions: who, and how (for example a colleague translates the transcript)?
 
 

Step 5: Alignment note (75 to 100 words)

How does this audio support your Capstone learning objective? Say what learners can do after listening, why audio is the right medium for that, and how it works with your visuals and video without repeating them.
 
 
 
 
 
 
 
Step 6: Check your plan

☐  The audio has one purpose, linked to my Capstone learning objective.
☐  It adds something my visuals and video do not; it does not read them aloud.
☐  Every line makes sense to someone who cannot see anything (or the picture is always there).
☐  The script has an opening, a development and a closing, with signposts a listener can follow.
☐  Pauses and emphasis are marked where the listener needs them.
☐  The length fits the purpose; I have cut anything that does not serve it.
☐  I know how the transcript will be provided, and in which language(s).
☐  No pupils are named or identifiable.

Quick reference: writing for the ear
	On a page you would…
	In audio, instead…

	Point at a picture
	Say it in words: no 'as you can see', 'here', 'this one'

	Use headings
	Use signposts: 'first', 'second', 'three things to remember'

	Write long sentences
	Keep one idea per sentence

	Avoid repetition
	Repeat the key idea on purpose, at the end

	Let readers set the pace
	Build the pauses in: after questions, after new terms



Notes
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