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Voice recording (podcasting) 
A short guide
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Introduction

Voice recordings, sometimes known as podcasts can be useful for students attending lectures and seminars to listen again for review and revision (and of course if they miss a session), and useful for research and interesting if you give, host or attend a guest lecture or seminar.  
Recording your voice for research and teaching is not difficult.  Just a few basic steps will get you started:

· Plan

· Produce

· Publish

Planning before you start….

A little planning goes a long way and will help you think through what you are recording and why.  Start with asking yourself why you are recording, will dictate the time and effort you put into planning and help keep you focused while recording.

A few basic planning questions;

1. What's the topic and why are you recording?

2. What format, and what is the format of your recording?

3. How long will each recording be?

4. Where will I put my recording?
1
What's the topic and why are you recording?
This is your very first question; there could be a range of reasons.

When recording interviews for your research your priority may be the device is not too intrusive, easy to use and reliable.  

Planning on recording all your seminars and lectures you need a very robust devise that again is reliable, but has a long battery life (or connection to the mains electricity), but you will also have to think about your data management and file storage capacity.

If you are going to publish your recording to a website or blog (maybe you are doing a ‘sales pitch’ for your School.  You want the best quality you can with no background noise, this is public, you may need to rehearse what you will say.
Recording step by step instructions.  These need to be clear so document and rehearse what you want to say, make sure you have not forgotten a step in your instructions.

Round table debate, it can be difficult sometimes to see links between theories and theorists.  A recording of a short round table discussion can support students to see similarities and differences.  Planning will revolve around preparation of main key points you wish to highlight, discussion with other presenters of links you wish to emphases. What’s the format of your recording?

2
What's the format of your recording?

Format relates to 2 things - one technical and one practical.  Let’s consider the technical first.
Technical - What format should the voice file be recorded in?

There are a number of different recording formats.  The most widely used and therefore the most useful to record in is MP3.  The other main format you may come across is WMV (Windows Media), as a Windows format it is common to all Windows systems and PCs, and therefore familiar to many and compatible with most computers.  However one of the main disadvantages is this is a non-compressed format and so the files tend to be very large.

Why use MP3?

1. Because it is so widely used and therefore most compatible

2. Because it’s compressed file size and therefore takes less space on your computer.

3. Small file size allows faster download over the internet

4. Easily embedded into PowerPoint and the VLE

Are there any disadvantage to MP3?

Not many - There is little in the way of editing or enhancing an MP3 file unless it is first converted to another format (WAV).  But apart from that for general use MP3 is thought to work well.

Practical - What format should my recording take?
The format or structure of your recording relates to your recording objectives.  You need to think about how regularly you are going to record, is this just a one off guest lecture?  Or will you be recording your seminars each week, all these decisions will affect your planning.  However, at a very basic level you need to plan;
1. Introduction & welcome

2. Announcements

3. What you wish to say, key points, signposting & order etc

4. Summary

5. Thanks
1.  Introduction & Welcome

Make a few notes on what the recording is for and what students and your listener can expect to have gained from listening

Example:

“Welcome to this recording on the migration of terns.  My name is John Brown and in this recording we are going to look at X, Y and X.  From listening today you will have gained a better understand of tern migration and particularly their feeding habits in West Africa and the difficulties they face.  I hope you enjoy listening”
2.  Announcements

These can cover a range of areas, from informing the listening of the length of the recording or if they will need a specific item while listening (if these are instructions, maybe your listening needs a spanner or a specific book).  If this is a regular recording (for example a weekly seminar) you can also include announcements related to next week.

3.  Your discussion area or topic

When recording, remember to have planned an outline as it is far more difficult to listen to a recording that listen live, there is no body language to follow and your listener may have other distractions around them.
· Be clear what the recording is for and the order you are going to talk on in your introduction

· Make your key points making clear and well signposted - Use key words such as “the important point to think about is…”, ‘Of note is…”, “by understanding and addressing X we see Y”
· Speaking clearly and at a reasonable rate, listeners have no body language to follow and they may be taking notes.
· Pause occasionally especially between areas, sum up briefly what you have said, and state what you are about to go onto address in your next section.  
Example 
“So migrating terns travel 40,000 miles or more a year, under difficult conditions…., now we will turn to think about what makes them such a successful traveller”

4.  Summary

Summaries what you have said with some main points to reiterate, possibly point students in a direction they can find more information

5. Thanks and a reminder to listen again.
When you get more adventurous you could add introduction music at the beginning and end, this signals to students the start and end, makes the recording more professional and if you have a series of recordings you could theme each with specific music.  None of this is necessary, but it does add to the quality.

2
How long should my recording be?

The beauty of recording is you're not limited to time, it can be as long as you wish.  However, there are a few things to consider.  Think about your topic and audience.  If you are recording a guest lecture for example then it will be the length of the lecture (45 minutes for example).  

However, remember that prolonged listening is difficult.  During planning think about the length, segment your talk into chunks within topics or areas, allow your students to follow with good signposting.

In GENERAL, recordings of 15 minutes are shown to have the most value.  If you are recording a seminar that is longer, think about recording the seminar and questions separately.  

You need to record for the length that is appropriate, that is important.  More important than the length is the pace and signposting and this comes with planning.

3
Where should I put my recording for students to access?
You can place your podcasts in a number of areas of your Moodle module, depended on what the objectives were.
As a link to a file

Instead of linking to a document or website it is possible to link directly to an audio file in the Files area

Using a Forum for audio discussion

Any Forum post can have an attachment, and whilst this is usually a document or image, there is no reason it can't be an audio file

Using a database

This might be good for 'collecting' audio files in one location, and just requires a File field is added to the Add entry template

What about adding audio to a Quiz question? 

Certainly this could be useful for language teaching, but equally a history session might have audio clips of famous people in history

4
Thinking about accessibility

This is important from an ethical and legal perspective.  Ethically we wish to be inclusive, and legislation states that no student should be disadvantaged by the teaching methods and materials we use.  As educators, we have a responsibility to proactively find equivalent methods of teaching our students if they are not able to access resources.
· The most important consideration is sound quality.  Good quality of recording makes it accessible to everyone.  Make the best quality you can.
· Voice recordings are a great enabler, but they can be excluding as severely or profoundly deaf students will not be able to use the audio directly.  Check whether any of your students are likely to be excluded by your use of podcasting or audio.  If this is the case either discuss with your student alternatives or transcribe your recording 
· Take care with background noise and record at the best quality you can, many people are unable to hear with too much background noise and this is the same for listening to recordings
· Good educational podcasting often leads to learning conversations - think about providing other ways into such conversations that may complement the podcast as a source for ideas – the VLE forums for example
· Do not pre-script podcasts in order to create an accessibility 'transcript' - this is likely to significantly limit the benefits of the podcast for others, and accessibility means all people…

Want to watch a video?

http://www.commoncraft.com/video/podcasting
How to upload your recording into Moodle

Remember your file area

Your voice file needs to be in the file area of your module before you can upload this to your Topic area.  To do this;

1. Go into your Files area (on the  left side of your screen in Administration)

2. Click on Upload a file (at the bottom of the list to the right)

3. A new window will open, click on Browse and upload your file in the same way as an email

4. Your voice file will now appear in your files list

Uploading your voice file into your topic area

1. Turn editing on

2. From the ‘Add a resource…’ dropdown menu choose ‘Link to a file or website’.

3. Enter the name you want students to see and a summary (accessibility & good practice)

4. In link to file or web site click the ‘Choose or upload a file.

5. From your file area click on Choose (to the right of the file name, this will take you back)
6. Scroll down the page a little, and in the Windows area tick the  ‘Force download’
7. Click on Save and return to course
Uploading your voice file into Moodle - Detail

Remember first Turn the editing on
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From the ‘Add a resource…’ dropdown menu choose ‘Link to a file or website’.
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Enter the name you want students to see (e.g. Malthusianism - Podcast sound file)

Remember this is important.  Students will not remember the content if the title is named Week 7 Podcast.  You could cover all bases and add Week 7 - Malthusianism - Podcast sound file.
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Click the ‘Choose or upload a file…’ button.
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A popup window will appear in Moodle.  You choose your file by clicking an orange ‘Choose’ link to the right of the file name.
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You will be taken back to the Moodle page, and will see the name of your file entered. 
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Scroll down the page a little, and you will see a checkbox with the name ‘Force download’. Click this. This means the file will open as soon as you click on it.
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When clicked it will look like this.
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Scroll to the bottom of the page, and click the ‘Save and return to course’ button.
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Your Podcast file will now appear. You have completed the upload.
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