
 

Radio and TV Production 

(Demonstrate Techniques of Caring Recording equipment in Radio and TV Production and 

Broadcasting) 

 

1. Definition of Radio and TV Studio Manners 

Studio manners refer to the professional behaviors, etiquette, and codes of conduct expected from 

individuals working inside radio and television studios. 

They cover how one speaks, dresses, interacts with colleagues, uses equipment, and maintains 

discipline during production. 

● In Radio, studio manners focus on maintaining silence, clear communication, and respect 

for technical processes. 

● In Television, studio manners also include body language, on-camera behavior, and visual 

presentation. 

Studio manners are essential because they create a professional environment, prevent 

production errors, and build confidence among both staff and audience. 

 

2. Description of Radio and TV Studio Manners 

Radio Studio Manners 

1. Silence and discipline – Keep the studio quiet to avoid noise interference. 

2. Microphone etiquette – Maintain correct distance from the microphone; avoid tapping or 

breathing heavily. 

3. Clear communication – Follow studio signals (hand gestures, “On Air” lights, 

countdowns). 

4. Respect for time – Start and end programs according to schedule. 

5. Equipment handling – Operate consoles and mixers gently and responsibly. 

 

 



Television Studio Manners 

1. On-camera etiquette – Maintain good posture, facial expressions, and eye contact with 

the camera. 

2. Professional appearance – Dress appropriately for broadcast and avoid distracting 

clothing. 

3. Teamwork – Respect the roles of producers, directors, and camera crew. 

4. Obeying signals – Respond promptly to cues such as countdowns, clapper boards, or floor 

manager signals. 

5. Avoiding distractions – Do not talk, laugh, or make unnecessary movements while 

cameras are rolling. 

 

3. Demonstration of Radio and TV Studio Manners 

(a) Getting Off on the Right Foot 

● Arrive early and prepared. 

● Test all equipment (microphones, cameras, lighting, consoles). 

● Rehearse script and practice delivery before going on air. 

● Show respect to colleagues—greet, coordinate, and cooperate. 

(b) Meeting and Greeting 

● Introduce yourself politely to team members, guests, and interviewees. 

● Establish a welcoming atmosphere to build trust. 

● Use positive body language (handshake, smile, eye contact). 

● Ensure guests understand studio rules before recording. 

(c) Confidence and Motivation 

● Maintain calmness and avoid showing nervousness on air. 

● Use deep breathing to relax before broadcast. 

● Motivate yourself by focusing on audience needs and professional goals. 

● Encourage teamwork—support colleagues and share responsibilities. 

 

 



Radio and TV Scripts 

(use electronic equipment and devices to develop radio and tv script) 

 

1. Definition of Radio and TV Scripts 

● A script in radio and television refers to a written plan or blueprint that guides the 

production and presentation of a program. 

● It details what will be said, how it will be said, when it will be said, and the technical 

directions needed for smooth production. 

● In Radio, scripts focus on words, sound effects, music, and timing. 

● In Television, scripts include dialogue, camera directions, visual cues, and editing 

instructions. 

Purpose of scripts: 

● Ensure logical flow of the program. 

● Provide clear instructions to presenters and technical crew. 

● Maintain accuracy, timing, and professional quality. 

 

2. Elements of Radio and TV Scripts 

1. Technical Directions 

o Instructions for crew (camera movements, lighting cues, microphone use, fade 

in/out). 

o Usually written in brackets or capital letters. 

o Example: [FADE IN: Music, Camera 1 Close-up on Presenter] 

2. Time 

o Duration allocated to each segment of the program. 

o Ensures program runs on schedule and fits broadcast slots. 

o Example: News bulletin – 10 minutes; Interview – 5 minutes. 

3. Inserts 

o Pre-recorded materials such as interviews, sound bites, or video clips inserted into 

the live program. 

o Example: Insert clip: Interview with coach – 30 seconds. 



4. Voice-over (VO) 

o Narration recorded by an unseen voice, guiding viewers/listeners. 

o Common in documentaries, commercials, and news reports. 

o Example: VO: “The city comes alive at night…” 

5. Presenter Remarks 

o Words directly spoken by the anchor, host, or presenter. 

o Usually written in conversational style. 

o Example: Presenter: “Good evening and welcome to today’s sports roundup.” 

6. Jingles 

o Short, catchy pieces of music or sound identifying the program or station. 

o Example: A station ID tune before or after breaks. 

7. Signature Tune (Sign Tune) 

o A recurring theme song or tune associated with a particular program. 

o Helps audiences recognize and remember the show. 

o Example: Opening and closing theme for a TV news program. 

 

3. Types of Radio and TV Scripts 

1. Full Script 

o Contains complete details of everything to be said and done. 

o Includes every word of dialogue, technical instructions, timing, and cues. 

o Used in news bulletins, dramas, documentaries, and commercials. 

o Advantage: Leaves little room for error; ensures accuracy and professionalism. 

2. Partial Script 

o Provides only an outline or key points rather than every word. 

o Allows presenters or anchors flexibility to improvise. 

o Common in talk shows, live interviews, sports commentary, and entertainment 

shows. 

o Advantage: Encourages natural flow and spontaneity. 

 

 

 

 

 

 

 

 



FULL SCRIPT 

DSJ FM 104.7Mhz 

Programme: Morning News Bulletin 

Station: DSJ FM 104.7  

Date: [Insert Date] 

Time: 6:00 AM 

Duration: 15 minutes 

Presenter (Radio): Anna Joseph 

Presenter (TV): Daniel Peter 

 

DSJ FM 104.7 – Radio Full Script 

[Cue: Station Jingle – “DSJ FM 104.7, MEDIA FOR DEMOCRACY” – 5 secs] 

Presenter (Anna): 

“Good morning Tanzania. It is 6 o’clock and you are listening to DSJ FM 104.7 Morning News. 

I am Anna Joseph. Here are the top stories.” 

NATIONAL NEWS 

Presenter: 

“The government has announced new plans to improve water supply in rural areas. Speaking 

yesterday in Singida, the Minister for Water, Honorable Patrick Mshana, said the project will 

bring safe water to more than 500 villages by next year.” 

[Cue: Reporter Insert – Singida – 1 min] 

Reporter: 

“During the event, villagers expressed joy, saying access to clean water will reduce diseases and 

improve daily life. The project will also create jobs for local youth during construction.” 



Presenter: 

“In education, Form Six national examination results have been released. The National 

Examination Council of Tanzania reports an overall pass rate of 92 percent, with girls 

performing better in languages and boys in science subjects.” 

 

REGIONAL & COMMUNITY NEWS 

Presenter: 

“In Dar es Salaam, police have launched a campaign against motorcycle accidents. Traffic 

Commander, ACP Hassan Mwita, said more officers will be deployed on main roads to enforce 

helmet use and speed limits.” 

[Cue: Sound Effect – Police Siren, fade under voice] 

Presenter: 

“He added that many young riders lose their lives each year due to careless driving.” 

 

BUSINESS NEWS 

Presenter: 

“On business, Tanzanian coffee exports have increased by 15 percent this year. The Tanzania 

Coffee Board says demand from Europe and Asia is driving the growth. Farmers in Kilimanjaro 

and Mbeya regions are expected to benefit the most.” 

 

 

 

 



SPORTS NEWS 

Presenter: 

“In sports, the NBC Premier League continues tonight. Yanga SC will face Azam FC at 

Benjamin Mkapa Stadium. Fans are expecting a tough match as both teams fight for the top 

position on the league table.” 

Closing 

[Cue: Closing Jingle – 5 sec] 

Presenter: 

“That’s the news this morning from DSJ FM 104.7. I am Anna Joseph. For more news, updates, 

visit our newsroom at DSJ FM 104.7Mhz. Stay tuned for music and talk shows coming up after 

this bulletin.” 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



DSJ TV  

[Cue: DSJ TV Opening Theme + Graphics – 10 secs] 

Anchor (Daniel Peter): 

“Good morning, this is DSJ TV, and I am Daniel Peter with the 6 o’clock news. Welcome.” 

 

NATIONAL NEWS 

[Camera 1 – Anchor Close Up] 

Anchor: 

“The government has launched a new water supply project in Singida to benefit more than 500 

villages. Our reporter has more.” 

[Cue: Reporter Package – Video Footage: Minister speaking, villagers collecting water – 1 

min] 

Reporter (Voice Over): 

“The Minister for Water, Honorable Patrick Mshana, said the project is part of the government’s 

plan to ensure every Tanzanian has access to safe water by 2030…” 

 

EDUCATION 

Anchor (On Screen Graphic: ‘Form Six Results’): 

“Form Six results are out, with a pass rate of 92 percent. Girls performed better in languages 

while boys led in science subjects. Parents and teachers have welcomed the results.” 

 

 

 



COMMUNITY NEWS 

Anchor (Split Screen with Graphic: ‘Road Safety Campaign’): 

“In Dar es Salaam, police are cracking down on motorcycle accidents. Officers will patrol major 

highways to enforce helmet use and speed limits.” 

[Cue: Video Insert – Police stopping riders, riders wearing helmets] 

 

BUSINESS NEWS 

Anchor: 

“Coffee exports are up by 15 percent this year. Farmers in Kilimanjaro and Mbeya are happy 

with the higher demand from Europe and Asia. The Tanzania Coffee Board says this growth is 

expected to continue.” 

[Cue: Video Insert – Coffee farms, export packaging] 

 

SPORTS NEWS 

Anchor (Smiling): 

“And in sports, Yanga SC takes on Azam FC tonight in the NBC Premier League. Fans are 

excited as the two giants meet in a match that could decide who leads the table.” 

[Cue: Video – Fans with flags, players training] 

 

 

 

 

 



Closing 

Anchor (Camera 1 – Close Up): 

“That brings us to the end of the morning news on DSJ TV. I am Daniel Peter. Thank you for 

watching and stay with us for more programmes. Good morning.” 

[Cue: Closing Theme Music + DSJ TV Logo] 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



DSJ FM 104.7Mhz 

Kipindi: Habari za Asubuhi 

Kituo: DSJ FM 104.7 / DSJ TV 

Tarehe: [Weka Tarehe] 

Muda: Saa 12:00 Asubuhi (6:00 AM) 

Muda wa Jumla: Dakika 15 

Mtangazaji wa Redio: Anna Joseph 

Mtangazaji wa TV: Daniel Peter 

 

DSJ FM 104.7 – Habari Kamili za Asubuhi 

[Cue: Jingle ya Kituo – “DSJ FM 104.7, MEDIA FOR DEMOCRACY” – Sekunde 5] 

Mtangazaji (Anna): 

“Asubuhi njema Tanzania. Hii ni DSJ FM 104.7 na sasa ni saa 12 kamili. Karibu kwenye taarifa 

ya habari za asubuhi. Mimi ni Anna Joseph. Habari kuu ziko hivi.” 

 

HABARI ZA KITAIFA 

Mtangazaji: 

“Serikali imetangaza mpango mpya wa kuboresha upatikanaji wa maji vijijini. Akizungumza 

jana huko Singida, Waziri wa Maji Mheshimiwa Patrick Mshana amesema mradi huo utapelekea 

zaidi ya vijiji 500 kupata maji safi kufikia mwaka ujao.” 

[Cue: Taarifa ya Mwandishi – Singida – Dakika 1] 

Mwandishi: 

“Katika hafla hiyo, wananchi walionyesha furaha wakisema maji safi yatapunguza magonjwa na 

kuboresha maisha yao ya kila siku. Mradi huu pia utatoa ajira kwa vijana wa maeneo hayo 

wakati wa ujenzi.” 



 

Mtangazaji: 

“Katika elimu, matokeo ya kidato cha sita yametangazwa. Baraza la Mitihani la Taifa limesema 

kiwango cha ufaulu kimefikia asilimia 92, huku wasichana wakiongoza katika masomo ya lugha 

na wavulana katika masomo ya sayansi.” 

 

HABARI ZA JAMII 

Mtangazaji: 

“Huko Dar es Salaam, Jeshi la Polisi limezindua kampeni ya kupunguza ajali za pikipiki. 

Kamanda wa Trafiki ACP Hassan Mwita amesema askari zaidi watawekwa barabarani kudhibiti 

mwendo kasi na kuhakikisha madereva wote wanavaa kofia ngumu.” 

[Cue: Sauti ya Siren ya Polisi – fade out] 

Mtangazaji: 

“Amesema vijana wengi hupoteza maisha kila mwaka kutokana na uendeshaji holela.” 

 

HABARI ZA BIASHARA 

Mtangazaji: 

“Katika biashara, usafirishaji wa kahawa nje ya nchi umeongezeka kwa asilimia 15 mwaka huu. 

Bodi ya Kahawa Tanzania imesema ongezeko hilo limechangiwa na mahitaji kutoka Ulaya na 

Asia. Wakulima wa Kilimanjaro na Mbeya wananufaika zaidi.” 

 

 

 



HABARI ZA MICHEZO 

Mtangazaji: 

“Katika michezo, Ligi Kuu ya NBC itaendelea usiku wa leo. Timu ya Yanga SC itavaana na 

Azam FC kwenye Uwanja wa Benjamin Mkapa. Mashabiki wanatarajia mchezo mkali kwani 

zote zinawania nafasi ya kileleni mwa msimamo wa ligi.” 

 

Kufunga Habari 

[Cue: Jingle ya Kufunga Habari – Sekunde 5] 

Mtangazaji: 

“Hizo ndizo habari za asubuhi kutoka DSJ FM 104.7. Mimi ni Anna Joseph. Kwa taarifa zaidi 

tembelea tovuti zetu za habari hapa DSJ FM 104.7Mhz. Endelea kusikiliza vipindi vya burudani 

na mazungumzo vitakavyofuata mara baada ya taarifa hii.” 

 

 

 

 

 

 

 

 

 

 



DSJ TV  

[Cue: Opening Theme + Graphics za DSJ TV – Sekunde 10] 

Mtangazaji (Daniel Peter): 

“Asubuhi njema. Hii ni DSJ TV, na mimi ni Daniel Peter nikiwa na taarifa ya habari ya saa 12 

kamili asubuhi. Karibu.” 

 

HABARI ZA KITAIFA 

[Kamera 1 – Mtangazaji Close Up] 

Mtangazaji: 

“Serikali imezindua mradi mpya wa maji Mkoani Singida utakaonufaisha zaidi ya vijiji 500. 

Mwandishi wetu ana taarifa zaidi.” 

[Cue: Taarifa ya Mwandishi – Video: Waziri akihutubia, Wananchi wakichota maji – 

Dakika 1] 

Mwandishi (Voice Over): 

“Waziri wa Maji Mheshimiwa Patrick Mshana amesema mradi huu ni sehemu ya mpango wa 

serikali kuhakikisha kila Mtanzania anapata maji safi ifikapo mwaka 2030…” 

 

ELIMU 

Mtangazaji (On Screen Graphic: ‘Matokeo Kidato cha Sita’): 

“Matokeo ya kidato cha sita yametolewa, ufaulu umefikia asilimia 92. Wasichana wameongoza 

katika lugha na wavulana katika sayansi. Wazazi na walimu wamekaribisha matokeo haya kwa 

furaha.” 

 



HABARI ZA JAMII 

Mtangazaji (Split Screen Graphic: ‘Kampeni ya Usalama Barabarani’): 

“Jijini Dar es Salaam, Jeshi la Polisi limeanza msako wa kudhibiti ajali za pikipiki. Askari 

watasimamia barabara kuu kuhakikisha kofia ngumu zinavaliwa na mwendo kasi kudhibitiwa.” 

[Cue: Video Insert – Polisi wakisimamisha madereva, madereva wakiwa na helmet] 

 

HABARI ZA BIASHARA 

Mtangazaji: 

“Usafirishaji wa kahawa nje ya nchi umeongezeka kwa asilimia 15 mwaka huu. Wakulima wa 

Kilimanjaro na Mbeya wamesema ongezeko hili litaongeza kipato chao. Bodi ya Kahawa 

imesema mahitaji makubwa kutoka Ulaya na Asia yamechangia ongezeko hili.” 

[Cue: Video Insert – Mashamba ya kahawa, vifungashio vya usafirishaji] 

 

HABARI ZA MICHEZO 

Mtangazaji (Akicheka kidogo): 

“Na sasa michezo… Yanga SC inakutana na Azam FC leo usiku katika Uwanja wa Benjamin 

Mkapa. Mashabiki wamejaa hamasa wakisubiri mtanange wa kukata na shoka.” 

[Cue: Video – Mashabiki wakiwa na bendera, wachezaji wakifanya mazoezi] 

 

 

 

 



Kufunga Habari 

Mtangazaji (Kamera 1 – Close Up): 

“Na hivyo ndiyo tunafunga taarifa ya habari ya asubuhi kupitia DSJ TV. Mimi ni Daniel Peter. 

Asanteni kwa kutazama na endelea kuwa nasi kwa vipindi vingine. Asubuhi njema.” 

[Cue: Closing Theme Music + Logo ya DSJ TV] 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



PARTIAL SCRIPT 

DSJ FM 104.7 MHz 

Namba Muda Kipindi / Program Outline / Key Points Mtangazaji 

1 6:00 – 6:15 AM Morning News Bulletin 

- Habari kuu: kitaifa, jamii, 

biashara, michezo NBC 

Premier League- Jingle 

kuashiria kila sehemu 

Anna Joseph 

2 6:15 – 7:00 AM 
Mazungumzo & Phone-

in 

- Mada: Kilimo na uwekezaji 

vijijini- Wageni: wakulima & 

wawakilishi wa serikali- 

Maswali kutoka wasikilizaji 

Anna Joseph 

3 7:00 – 8:00 AM Muziki wa Asubuhi 
- Nyimbo 5-6 za asubuhi- 

Inserts za matangazo mafupi 
DJ / Mtangazaji 

4 8:00 – 9:00 AM Habari Fupi & Michezo 

- Video/Audio inserts: 

michezo ya NBC Premier 

League- Kurudia habari 

muhimu 

Anna Joseph 

5 9:00 – 10:00 AM Kipindi cha Elimu 

- Mada: Afya, elimu, kilimo- 

Wageni: madaktari/walimu- 

Maswali na majibu kutoka 

simu za wasikilizaji 

Anna Joseph 

6 
10:00 – 12:00 

PM 
Muziki & Burudani 

- Nyimbo za injili, taarab, 

muziki wa kimataifa- Inserts 

za matangazo 

DJ / Mtangazaji 

7 
12:00 – 12:30 

PM 
Habari za Mchana 

- Habari kuu za kitaifa na 

jamii- Michezo na biashara 
Anna Joseph 

8 12:30 – 2:00 PM 
Mazungumzo ya 

Burudani 

- Mgeni maalum: 

mwanamichezo / 

mwanamuziki- Maswali ya 

simu na mitandao ya kijamii 

Anna Joseph 

9 2:00 – 4:00 PM 
Muziki & Vipindi vya 

Burudani 

- Muziki wa kisasa, vipindi 

vya stand-up comedy / short 

drama 

DJ / Mtangazaji 

10 4:00 – 5:00 PM Habari za Jioni 

- Habari kuu, michezo, 

biashara- Jingle kuashiria 

sehemu mpya 

Anna Joseph 

11 5:00 – 6:00 PM 
Kipindi cha 

Mazungumzo ya Jioni 

- Mada: Siasa, maendeleo ya 

jamii, biashara- Wageni na 

mashabiki kupitia simu 

Anna Joseph 

 

 



PARTIAL SCRIPT  

DSJ TV 

Namba Muda Kipindi / Program Outline / Key Points 
Mtangazaji 

/ Anchor 

1 6:00 – 6:15 AM Morning News Bulletin 

- Habari kuu: kitaifa, jamii, 

biashara, michezo NBC Premier 

League- Video inserts: waziri, 

wakulima, mashabiki- Graphics 

kuonyesha mada 

Daniel 

Peter 

2 6:15 – 7:00 AM Talk Show / Interview 

- Mada: Uwekezaji vijijini- Wageni: 

wakulima & wawakilishi wa 

serikali- Maswali ya watazamaji 

simu/mitandao 

Daniel 

Peter 

3 7:00 – 8:00 AM Lifestyle / Burudani 
- Sehemu ya burudani: fashion, 

afya, sanaa- Video clips & B-rolls 

Daniel 

Peter 

4 8:00 – 9:00 AM Education Segment 

- Mada: Afya, elimu, kilimo- 

Wageni: madaktari/walimu- 

Maswali ya watazamaji 

Daniel 

Peter 

5 9:00 – 10:00 AM Sports Update 

- Michezo ya NBC Premier League- 

Video inserts: mashabiki, wachezaji 

wakifanya mazoezi 

Daniel 

Peter 

6 
10:00 – 12:00 

PM 
Morning Entertainment 

- Short shows, interviews, music 

videos- Background music kwa 

transitions 

Daniel 

Peter 

7 
12:00 – 12:30 

PM 
Midday News 

- Habari za kitaifa, jamii, biashara, 

michezo- Graphics & captions 

Daniel 

Peter 

8 12:30 – 2:00 PM 
Talk Show / 

Community Programme 

- Mada: maendeleo ya kijamii / 

biashara- Wageni: walimu, 

wakulima, viongozi wa jamii- 

Maswali ya watazamaji 

Daniel 

Peter 

9 2:00 – 4:00 PM 
Lifestyle & 

Entertainment 

- Video clips: muziki, sanaa, filamu- 

Inserts za matangazo 

Daniel 

Peter 

10 4:00 – 5:00 PM Evening News 

- Habari kuu, michezo, biashara- 

Jingles & graphics kuashiria sehemu 

mpya 

Daniel 

Peter 

11 5:00 – 6:00 PM Evening Talk Show 
- Mada: Siasa, maendeleo ya jamii- 

Wageni & simu za watazamaji 

Daniel 

Peter 

 

 

 

 



Radio and TV Equipment in Production 

(apply electronic equipment in producing radio and tv content) 

 

1. Key Radio and TV Equipment Used in Production 

Radio Production Equipment 

1. Microphones (Dynamic, Condenser, Lapel) 

2. Audio Mixer (Console) 

3. Headphones 

4. Speakers/Monitors 

5. Computer with Editing Software (e.g., Adobe Audition, Audacity) 

6. Recording Devices (Digital recorders, mobile recorders) 

7. Transmitter and Antenna 

8. On-Air/Recording Light Indicators 

 

1. Microphones 

A microphone (mic) is a device that converts sound waves (acoustic energy) into electrical 

signals for recording or broadcasting. 

Types of Microphones commonly used in Radio and TV 

1. Dynamic Microphone 

o How it works: Uses a moving coil and magnet to generate electrical signals. 

o Features: Durable, handles high sound levels, less sensitive to background noise. 

o Best for: Radio studios (announcers, DJs), live events, outdoor interviews. 

o Example: Shure SM58 (widely used in radio). 

2. Condenser Microphone 

o How it works: Uses a capacitor (plate) to capture sound with higher sensitivity. 

Requires phantom power (48V). 

o Features: Very sensitive, captures a wide frequency range, excellent for clarity and 

detail. 

o Best for: Television studios, voiceovers, indoor interviews, music recording. 

o Example: Neumann U87, Rode NT1-A. 

3. Lapel Microphone (Lavalier Mic) 

o How it works: Small condenser mic clipped onto clothing near the mouth. 



o Features: Hands-free, nearly invisible on camera, wireless versions available. 

o Best for: Television interviews, talk shows, field reporting, public speaking. 

 

2. Audio Mixer (Console) 

An audio mixer (also called a console, soundboard, or mixing desk) is a device used to combine, 

control, and adjust multiple audio signals before broadcasting or recording. 

Functions of an Audio Mixer 

1. Input Control – Accepts signals from microphones, instruments, playback devices. 

2. Level Adjustment – Adjusts the volume of each source (mic, music, effects). 

3. Equalization (EQ) – Adjusts tone (bass, mid, treble) for clarity. 

4. Panning – Positions audio signals in left/right channels (important for stereo). 

5. Mixing – Combines multiple sources into one clean signal for broadcast. 

6. Output Control – Sends the final mixed signal to recording devices, transmitters, or 

speakers. 

Types of Mixers 

● Analog Mixer – Physical knobs, sliders, and circuits (traditional). 

● Digital Mixer – Uses software-based processing, often touchscreen-controlled. 

● Broadcast Console – Specialized for radio/TV with “On Air” features, cue buttons, and 

channel mute. 

3. Headphones 

Headphones are listening devices worn over the ears (or in-ear) to monitor audio during recording 

or broadcast. 

Functions of Headphones in Radio & TV 

1. Monitoring Live Sound – Presenters and producers check their own voices in real time. 

2. Cueing Audio – DJs or radio hosts listen to upcoming tracks before playing them live. 

3. Noise Isolation – Prevents external sound interference in noisy environments. 

4. Intercommunication – In TV studios, crew use headsets with microphones to 

communicate (talkback system). 

5. Accuracy in Editing – Sound editors use headphones to identify background noise or 

mistakes. 



Types of Headphones 

● Closed-back headphones – Block outside noise; used in radio studios (e.g., Audio-

Technical ATH-M50x). 

● Open-back headphones – Provide natural sound but less isolation; used in mixing/editing. 

● In-ear monitors (IEMs) – Small earpieces used in TV for presenters to hear producer 

instructions. 

 

TV Production Equipment 

1. Cameras (Studio cameras, ENG – Electronic News Gathering cameras) 

2. Tripods and Pedestals 

3. Microphones (Boom, Lavalier, Handheld) 

4. Lighting Equipment (Floodlights, Spotlights, Soft boxes) 

5. Video Switcher (Vision Mixer) 

6. Teleprompter 

7. Monitors (Preview and Program Monitors) 

8. Editing Suites/Software (Adobe Premiere Pro, Final Cut Pro) 

9. Control Room Equipment (audio console, graphics generator, playback devices) 

2. Functions of Radio and TV Equipment 

Radio Equipment Functions 

● Microphones: Capture voice and sound for broadcast. 

● Audio Mixer: Balances, mixes, and adjusts levels of multiple audio inputs. 

● Headphones: Allow presenters and producers to monitor audio clearly. 

● Speakers/Monitors: Playback sound for evaluation. 

● Editing Software: Edits recorded audio, removes errors, adds effects/music. 

● Recording Devices: Capture field interviews, sound bites, and live events. 

● Transmitter and Antenna: Send audio signals to the public through broadcast 

frequencies. 

● On-Air Light: Alerts staff that live recording or broadcast is in progress. 

 

 



TV Equipment Functions 

● Cameras: Record video content both in studio and field. 

● Tripods/Pedestals: Provide stability and smooth camera movements. 

● Microphones: Capture clear sound from anchors, guests, and environment. 

● Lighting Equipment: Provide visibility, mood, and quality images. 

● Video Switcher: Selects between multiple camera/video sources during live broadcast. 

● Teleprompter: Displays scripts for presenters to read naturally. 

● Monitors: Show real-time footage for crew and director to supervise. 

● Editing Software: Cuts, joins, and enhances video clips into final product. 

● Control Room Equipment: Coordinates sound, visuals, graphics, and timing for smooth 

production. 

 

3. Application: Using Radio and TV Equipment to Produce Programmes 

(a) Producing News 

● Radio: 

o Use a microphone to record news bulletins. 

o Mix audio with jingles and signature tunes using the console. 

o Edit bulletin on computer software. 

o Transmit to the audience through antenna. 

● Television: 

o Use cameras to record anchor reading news and field footage. 

o Employ teleprompter for anchor’s script. 

o Apply lighting for clarity. 

o Mix video and graphics using a switcher. 

o Edit final bulletin and broadcast live/recorded. 

(b) Producing Documentaries 

● Radio: 

o Record interviews, narration (voice-over), and natural sounds. 

o Edit narration and insert background music/jingles. 

o Balance audio levels for storytelling clarity. 



● Television: 

o Use ENG cameras to shoot interviews and scenes. 

o Capture narration (voice-over) and sync with visuals. 

o Add lighting for indoor shoots. 

o Edit footage, add graphics, captions, and background score. 

o Finalize and broadcast through control room systems. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Radio and TV Broadcasting Equipment 

(use electronic equipment for dissemination of radio and tv content) 

 

1. Key Radio and TV Broadcasting Equipment 

Radio Broadcasting Equipment 

1. Transmitter (FM/AM) 

2. Antenna / Transmission Tower 

3. Audio Processor 

4. Broadcast Console (On-Air Mixer) 

5. Telephone Hybrid / Call-in System 

6. On-Air/Recording Light Indicators 

7. Computer Automation System (Playout software) 

TV Broadcasting Equipment 

1. Video Transmitter (UHF/VHF/Digital) 

2. Satellite Uplink and Downlink Systems 

3. Master Control Room (MCR) Equipment 

4. Vision Mixer (Switcher) 

5. Character Generator (CG) / Graphics System 

6. Video Servers and Playout Automation 

7. Transmission Antenna / Digital Encoder (DVB-T2 standard in Tanzania) 

2. Functions of Radio and TV Broadcasting Equipment 

Radio Broadcasting Equipment Functions 

● Transmitter: Converts audio signals into radio frequency signals for public broadcast. 

● Antenna: Radiates the transmitted signal across a wide area. 

● Audio Processor: Improves sound quality (compresses, equalizes, balances loudness). 

● Broadcast Console: Allows live mixing of microphones, jingles, phone calls, and music. 

● Telephone Hybrid: Connects live callers from phone lines into the broadcast system. 

● On-Air Light: Signals that studio is live, preventing disturbances. 

● Automation System: Schedules and plays pre-recorded music, ads, or programs. 



TV Broadcasting Equipment Functions 

● Video Transmitter: Sends video and audio signals to viewers via terrestrial or cable 

systems. 

● Satellite Uplink/Downlink: Sends programs to satellites for wide distribution. 

● Master Control Room (MCR): Supervises all outgoing signals; ensures correct timing, 

ads, and programs. 

● Vision Mixer: Switches between cameras, video feeds, and graphics during live broadcast. 

● Character Generator (CG): Adds text, captions, lower thirds, and graphics on screen. 

● Video Servers / Automation: Stores and plays programs, ads, and promos automatically. 

● Digital Encoder / Transmission Antenna: Compresses video/audio into digital format 

and transmits (e.g., DVB-T2 for digital TV in Tanzania). 

3. Using Radio and TV Broadcasting Equipment in Broadcasting 

Radio Broadcasting Application 

● Step 1: Presenter speaks into microphone; audio passes through broadcast console. 

● Step 2: Audio processor adjusts sound quality. 

● Step 3: Transmitter converts signal to FM/AM frequency. 

● Step 4: Antenna radiates signals to reach listeners. 

● Step 5: Automation system manages jingles, ads, and music during broadcast. 

Example: Broadcasting a morning news bulletin using studio console → processed → 
transmitted live to the audience. 

TV Broadcasting Application 

● Step 1: Cameras capture live footage; vision mixer switches between angles. 

● Step 2: Graphics generator overlays news titles, captions, and tickers. 

● Step 3: Video/audio feed sent to MCR for supervision. 

● Step 4: Transmitter or satellite uplink distributes signals. 

● Step 5: Digital encoder converts signals to DVB-T2 standard for viewers’ TVs. 

Example: Broadcasting a live TV news program where anchors read from teleprompter, vision 

mixer controls cameras, MCR supervises timing, and transmitter sends signal to homes. 



Types of Radio and TV Programs 

(describe different types of tv and radio programmes) 

 

1. Breakfast Programmes 

● Definition: Morning shows broadcast during early hours (usually 6:00–10:00 a.m.). 

● Content: News headlines, traffic updates, weather, short interviews, entertainment, and 

music. 

● Purpose: To inform and energize audiences at the start of the day. 

● Example: Wasafi FM Morning Jam (Radio) or Good Morning Tanzania (TV). 

2. Bulletins 

● Definition: Short, structured news reports aired at fixed intervals (hourly, half-hourly, or 

main evening news). 

● Content: Local, national, and international news. 

● Purpose: To provide accurate, timely information. 

● Example: ITV News at 8 (TV) or TBC Radio News Bulletin. 

3. Documentaries 

● Definition: In-depth, factual programmes exploring issues, events, or people. 

● Content: Narration, interviews, visuals/sound effects, research-based storytelling. 

● Purpose: To inform, educate, and sometimes advocate for change. 

● Example: BBC Africa Eye (TV) or investigative radio documentaries. 

 

4. Features 

● Definition: Informative programmes focusing on human-interest stories or special topics. 

● Content: Background information, analysis, personal stories, sound bites. 

● Purpose: To provide more context than news but less depth than documentaries. 

● Example: A radio feature on Tanzanian youth in entrepreneurship. 



5. Free-to-Air Programmes 

● Definition: Broadcast services available without subscription; accessible via normal 

radio/TV receivers. 

● Content: Public service news, entertainment, education. 

● Purpose: To reach wide audiences, including those without pay-TV or internet. 

● Example: TBC 1, Clouds FM. 

 

6. Phone-In Programmes 

● Definition: Interactive programmes where listeners/viewers call the studio live. 

● Content: Discussions, debates, audience feedback, competitions. 

● Purpose: To increase participation, engagement, and inclusivity. 

● Example: Radio political talk shows or TV audience Q&A sessions. 

 

7. Chat Shows / Talk Shows 

● Definition: Informal programmes where a host interviews guests in conversation style. 

● Content: Entertainment, lifestyle, celebrity interviews, current affairs. 

● Purpose: To entertain and inform through dialogue. 

● Example: EATV 5 Live (TV) or Ladha 360 (Radio). 

 

8. Soap Operas (Soaps) 

● Definition: Serialized drama programmes broadcast daily or weekly. 

● Content: Emotional storylines, family conflicts, romance, and suspense. 

● Purpose: To entertain and attract loyal audiences. 

● Example: Generations: The Legacy (South Africa, TV), Radio Theatre Dramas (Radio 

Tanzania). 

 

 



10. Criteria for Formatting Radio and TV Programmes 

When formatting a programme, the producer decides what content, how it flows, and how long 

it takes. Here’s how the key formats work: 

a) Talk 

● Definition: Spoken content by presenters, anchors, or guests. 

● Criteria: 

o Must be conversational and engaging. 

o Well-structured with an introduction, body, and conclusion. 

o Avoids over-talking; balanced with music or visuals. 

 

b) Music 

● Definition: Songs or instrumentals inserted in a programme. 

● Criteria: 

o Balanced with talk to avoid monotony. 

o Suited to the audience mood and time of day (e.g., soft in the morning, upbeat in 

the afternoon). 

o Respect copyright and station policy. 

c) Interviews 

● Definition: Questions and answers with guests, either live or pre-recorded. 

● Criteria: 

o Prepared questions and research on guest. 

o Time-controlled to fit within programme flow. 

o Balanced between interviewer and guest contributions. 

d) Phone-ins 

● Definition: Audience calls in to contribute opinions or ask questions. 

● Criteria: 

o Screen calls to avoid offensive language. 

o The moderator keeps discussion on-topic. 

o Limited time per caller to maximize participation. 



e) News Bulletins 

● Definition: Short, structured presentation of current events. 

● Criteria: 

o Timed precisely (e.g., 15 mins). 

o Structured (headlines → local news → international → sports → weather). 
o Delivered clearly, accurately, and professionally. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



11. Basic Radio Programme Schedule (Tanzania Format) 

Radio is usually structured around daily life activities (morning rush, work hours, lunch, 

evening traffic, night). 

 

Time Programme Type 
Content Highlights (Tanzanian 

Context) 
Time 

5:30 – 6:00 Early Morning Devotion 
Religious messages, Quran/Bible 

readings, prayers 
5:30 – 6:00 

6:00 – 9:00 Breakfast Show 
News headlines, traffic updates, weather, 

trending topics, music 
6:00 – 9:00 

9:00 – 12:00 Mid-Morning Show 
Lifestyle talk, interviews, phone-ins, 

entertainment 
9:00 – 12:00 

12:00 – 13:00 Midday News Bulletin 
Local & international news, sports, 

business 
12:00 – 13:00 

13:00 – 15:00 Lunch Hour Music Audience requests, dedications, light talk 13:00 – 15:00 

15:00 – 17:00 Afternoon Show 
Features, documentaries, educational 

content 
15:00 – 17:00 

17:00 – 19:00 Drive Time Show 
Traffic updates, sports highlights, live 

interviews, phone-ins 
17:00 – 19:00 

19:00 – 20:00 Evening News 
Comprehensive news bulletin (local + 

global) 
19:00 – 20:00 

20:00 – 22:00 Drama/Soap Opera Radio drama, serialized storytelling 20:00 – 22:00 

22:00 – 24:00 Late Night Music 
Relaxing music, cultural programmes, 

dedications 
22:00 – 24:00 

 

 

 

 

 

 

 

 

 



12. Basic TV Programme Schedule (Tanzania Format) 

Time Programme Type 
Content Highlights (Tanzanian 

Context) 

5:30 – 6:00 Religious Programme 
Morning prayers, devotionals 

(Christian/Muslim) 

6:00 – 8:00 Morning Show 
News headlines, weather, fitness, 

lifestyle, music 

8:00 – 9:00 Children’s Hour 
Cartoons, kids’ educational 

programmes 

9:00 – 12:00 Talk Show / Features 
Guest interviews, human-interest 

stories, health 

12:00 – 13:00 Midday News News bulletin, sports, business 

13:00 – 15:00 Drama / Soap Opera 
Local or foreign drama (e.g., 

Bongo series, Nigerian soaps) 

15:00 – 16:00 Documentary / Feature 
Social, cultural, or environmental 

issues 

16:00 – 18:00 Entertainment Show 
Music shows, talent shows, reality 

competitions 

18:00 – 19:00 Kids / Youth Show 
Teen dramas, youth talk shows, 

cartoons 

19:00 – 20:00 Evening News Bulletin 
Major news headlines, politics, 

sports, weather 

20:00 – 22:00 Prime Time Drama / Talk 
Popular soap operas, family drama, 

or political talk shows 

22:00 – 23:00 Late News / Sports Sports roundup, business news 

23:00 – 24:00 Late Night Show 
Music countdown, cultural shows, 

comedy repeats 

 

 

 

 

 

 



Personnel in Radio and TV Production 

(explain roles of different personnel in radio and tv production) 

 

1. Definition of Personnel in Radio and TV Production 

● Personnel in radio and TV production are the human resources or staff members who 

contribute their knowledge, skills, and responsibilities in creating, producing, and 

broadcasting programs. 

● They include creative, technical, administrative, and support staff, all working together 

to ensure smooth and professional production. 

 

2. Roles of Different Personnel in Radio and TV Production 

Creative Personnel (Content Creators) 

● Producer 

○ Oversees the entire production. 

○ Plans content, manages budget, coordinates staff. 

● Presenter / Anchor 

○ Hosts programs, presents news, engages the audience. 

○ Brings personality and credibility. 

● Scriptwriter 

○ Writes scripts (dialogue, narration, technical cues). 

○ Ensures logical flow and creativity. 

● Reporter / Journalist 

○ Collects, investigates, and reports news. 

○ Conducts interviews, prepares stories. 

● Director (mainly in TV) 

○ Supervises artistic and technical aspects. 

○ Controls camera angles, shots, lighting, and pacing. 

 

 

 



Technical Personnel (Equipment & Technology) 

1. Camera Operator (TV) 

o Operates cameras for live and recorded programmes. 

2. Sound Engineer / Audio Technician 

o Handles microphones, sound levels, mixing, editing. 

3. Vision Mixer / Technical Director (TV) 

o Switches between cameras and video sources. 

o Controls visuals during live broadcasts. 

4. Lighting Technician (TV) 

o Sets up and adjusts studio and field lighting. 

5. Editor (Video/Audio) 

o Edits raw material into polished final programmes. 

Administrative & Support Personnel 

1. Station Manager 

o Overall in charge of the station’s policies, finances, and operations. 

2. Programme Manager 

o Plans schedules and manages programming content. 

3. Production Assistant 

o Provides support in logistics, coordination, and communication. 

4. Marketing & Sales Officers 

o Handle advertising, sponsorship, and revenue. 

5. Floor Manager (TV) 

o Coordinates between studio floor and control room. 

o Ensures presenters, guests, and crew follow cues. 

 

3. Relevant Personnel Involved in Preparing Radio and TV Programmes 

When preparing programmes, the following staff are essential: 

● Radio Programme Preparation: 

o Producer (plans the show) 

o Presenter (hosts the show) 

o Scriptwriter (writes intro, links, cues) 

o Reporter (provides news/features) 

o Sound Engineer (controls audio quality) 

o Editor (edits pre-recorded inserts) 



● TV Programme Preparation: 

o Producer (overall planning and coordination) 

o Director (visual storytelling and technical supervision) 

o Presenter/Anchor (hosts the programme) 

o Scriptwriter (writes scripts and cues) 

o Camera Operator (captures visuals) 

o Lighting Technician (sets up lighting) 

o Sound Engineer (controls audio) 

o Vision Mixer (switches visuals) 

o Editor (final polish and post-production) 

o Floor Manager (coordinates studio activities) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Pre-Production in Radio and TV 

(demonstrate pre- production processes in producing various radio and tv programs) 

 

1. Definition of Pre-Production 

● Pre-production refers to the planning stage of a radio or TV programme before actual 

recording or broadcasting begins. 

● It involves all activities that prepare content, crew, equipment, and logistics to ensure 

smooth production. 

● Purpose: 

o Avoids errors during live or recorded programmes. 

o Ensures content is organized, creative, and technically feasible. 

 

2. Activities in the Pre-Production Process 

The pre-production process consists of several important activities: 

a) Concept Development 

● Decide the theme, objective, and target audience of the programme. 

● Example: Morning news bulletin vs. youth entertainment show. 

b) Scriptwriting / Content Planning 

● Write scripts or outlines for presenters, reporters, and voice-over artists. 

● Include technical cues, timing, music, and visuals. 

c) Scheduling 

● Prepare a programme schedule with exact timing for segments. 

● Ensure coordination of live feeds, interviews, and music inserts. 

d) Budgeting & Resource Planning 

● Allocate funds for production needs (staff, equipment, logistics, transportation, licensing). 



e) Crew and Personnel Assignment 

● Assign responsibilities to producers, presenters, directors, camera operators, editors, etc. 

● Ensure everyone knows their role before production begins. 

f) Location & Studio Preparation 

● Decide whether the programme will be studio-based or on-location. 

● Arrange props, sets, lighting, and seating. 

g) Equipment & Materials Preparation 

● Check and prepare microphones, cameras, lighting, teleprompters, mixers, computers, etc. 

● Test equipment for functionality. 

h) Rehearsals / Run-throughs 

● Conduct rehearsals for presenters and technical crew. 

● Identify potential mistakes and adjust timing, scripts, or camera angles. 

 

3. Preparing Materials for Radio and TV Programmes Using Pre-Production Techniques 

Radio Programme Materials 

● Scripts: Written dialogue, jingles, voice-over cues, and news headlines. 

● Audio Clips / Inserts: Pre-recorded interviews, music tracks, sound effects. 

● Schedule Sheet: Segment timing and sequence of content. 

● Equipment Checklist: Microphones, mixers, headphones, recording devices. 

TV Programme Materials 

● Scripts & Storyboards: Detailed scenes, camera angles, dialogue, and technical 

instructions. 

● Visual Materials: Graphics, titles, images, pre-recorded video inserts. 

● Equipment List: Cameras, tripods, lights, microphones, teleprompter, video switcher. 

● Rehearsal Notes: Camera blocking, presenter cues, floor management instructions. 



Pre-Production Techniques ensure that: 

● Presenters know what to say and when. 

● Technical crew know which equipment and angles to use. 

● Programme runs smoothly and professionally. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Production in Radio and TV 

(demonstrate production processes in making various tv and radio programs) 

 

1. Definition of Production 

● Production is the stage in radio and TV where the actual recording, filming, or live 

broadcast of the programme takes place. 

● It is the execution phase, where all plans and pre-production preparations are 

implemented. 

● Purpose: To create the final audio-visual or audio-only programme for broadcast. 

 

2. Functions of the Production Process 

The production process ensures that content is professionally executed, accurate, and engaging. 

Key functions include: 

a) Implementing Pre-Production Plans 

● Using scripts, schedules, and rehearsals to guide live or recorded production. 

b) Recording / Capturing Content 

● Radio: Recording voice-overs, interviews, music, sound effects. 

● TV: Filming presenters, interviews, live events, and scenes with cameras. 

c) Directing and Coordinating Crew 

● Directors, producers, floor managers, camera operators, and technical crew work together 

to ensure smooth operations. 

d) Controlling Technical Quality 

● Audio: Microphone levels, sound mixing, and clarity. 

● Video: Camera angles, lighting, visuals, and framing. 



e) Timing and Segment Management 

● Ensuring each segment fits within the allocated time in the schedule. 

● Managing transitions between talk, music, interviews, phone-ins, and bulletins. 

f) Handling Live Broadcasts 

● Managing unexpected events, live interviews, or audience interactions. 

● Maintaining professional standards in real time. 

 

3. Preparing Radio and TV Programmes Using Production Techniques 

Radio Programme Production Techniques 

1. Setting Up Equipment: Microphones, mixers, headphones, recording devices. 

2. Live / Pre-Recorded Execution: 

o Announcer reads the script; inserts jingles, ads, and sound effects. 

o Sound engineer monitors audio levels. 

3. Segment Coordination: 

o Ensure smooth transitions between news, music, talk, and phone-ins. 

4. Quality Check: 

o Listen to final output; adjust volume, clarity, and pacing as needed. 

TV Programme Production Techniques 

1. Studio/Field Setup: Cameras, lighting, microphones, teleprompters, props. 

2. Filming / Live Broadcast: 

o The director supervises camera shots and angles. 

o Presenters follow scripts and cues. 

o Vision mixer switches between camera feeds and graphics. 

3. Crew Coordination: 

o Floor manager ensures smooth presenter movement and cueing. 

o The technical crew manages audio, lighting, and visuals. 

4. Segment Management: 

o News bulletins, talk shows, documentaries, and entertainment programmes are 

executed according to schedule. 

5. Real-Time Adjustments: 

o Address technical or content issues during live or recorded production. 



Post-Production in Radio and TV 

(demonstrate post production processes in producing various tv and radio programs) 

 

1. Definition of Post-Production 

● Post-production is the stage after recording or live production, where the programme 

is edited, enhanced, and finalized for broadcast or distribution. 

● Purpose: 

o Improve technical quality (audio/video). 

o Add finishing touches (effects, music, graphics). 

o Ensure the programme is ready for airing. 

 

2. Post-Production Process 

The post-production process involves several key activities: 

a) Editing 

● Radio: Cutting, rearranging, or trimming audio segments; removing mistakes or pauses. 

● TV: Cutting camera angles, scenes, or segments; ensuring smooth continuity. 

b) Mixing and Sound Design 

● Adjusting volume levels, adding background music, sound effects, and voice-overs. 

● Ensures clarity, consistency, and professional sound quality. 

c) Adding Graphics and Visual Effects (TV) 

● Titles, captions, lower-thirds, logos, charts, or animations. 

● Enhances visual presentation and comprehension. 

d) Color Correction and Visual Enhancement (TV) 

● Adjusting brightness, contrast, and color for a polished look. 



e) Quality Control / Review 

● Checking final programme for: 

o Audio/video synchronization 

o Clarity, pacing, and timing 

o Legal compliance (copyright, decency, factual accuracy) 

f) Final Output / Mastering 

● Rendering the programme into broadcast-ready format. 

● Preparing copies for TV/Radio servers, transmission, or online platforms. 

3. Finalizing Radio and TV Programmes Using Post-Production Techniques 

Radio Programme Post-Production Techniques 

1. Audio Editing: Remove mistakes, unnecessary pauses, or background noise. 

2. Mixing: Balance music, speech, jingles, and effects. 

3. Adding Inserts: Pre-recorded interviews, commercials, or sound effects. 

4. Mastering: Produce final file in correct format for broadcast (MP3, WAV). 

5. Quality Check: Listen to entire programme for clarity, flow, and timing. 

TV Programme Post-Production Techniques 

1. Video Editing: Cut, rearrange, and synchronize multiple camera angles. 

2. Sound Mixing: Balance dialogue, background music, and sound effects. 

3. Graphics and Titles: Add captions, lower-thirds, charts, and logos. 

4. Color Correction: Enhance brightness, contrast, and color consistency. 

5. Final Review: Ensure all segments, visuals, and audio meet broadcast standards. 

6. Export / Mastering: Prepare final video in TV broadcast format (e.g., MPEG-2, MP4) 

ready for transmission or streaming. 

 

 

 

 

 



Studio Settings in Radio and TV 

(describe a standard setup for radio and tv studio) 

 

1. Description of Various Studio Settings 

a) Discussion Studio 

● Definition: A setting where a group of participants debates or discusses a topic under 

a moderator’s guidance. 

● Use: Focused on social, political, or educational topics. 

b) Interview Studio 

● Definition: A setting designed for one-on-one or panel interviews with guests. 

● Use: Extracts expert opinions, news insights, or celebrity views. 

c) Talk Studio 

● Definition: A setting where the presenter engages the audience with commentary, 

opinions, or storytelling. 

● Use: Entertainment, lifestyle, or informative segments. 

d) Phone-In Studio 

● Definition: A studio where the audience participates live via telephone calls. 

● Use: Polls, opinion sharing, debates, or problem-solving discussions. 

e) Continuity Studio 

● Definition: A setting where the presenter links various programmes, promos, or 

adverts seamlessly. 

● Use: Maintains flow and keeps the audience informed about upcoming segments. 

f) Bulletin Studio 

● Definition: A setting primarily for news presentation, including current affairs, weather, 

and sports. 



● Use: Professional delivery of structured news updates. 

 

2. Application of Each Studio Setting 

Studio Setting Application in Radio & TV 

Discussion 
Group discussions moderated live or recorded; encourages debate and 

opinion sharing. 

Interview 
Conduct live or pre-recorded interviews with experts, officials, or 

celebrities. 

Talk 
Presenters deliver commentary, storytelling, or host lifestyle 

segments; can be interactive. 

Phone-In 
Audiences call to ask questions, provide opinions, or vote in polls; 

fosters engagement. 

Continuity 
Links programmes smoothly, introduces the next segment, and 

announces schedules or promos. 

Bulletin 
Structured delivery of news headlines, sports, weather, or urgent 

announcements. 

 

 

3. Importance of Different Studio Settings for Radio and TV 

1. Enhances Audience Engagement 

o Settings like phone-ins, talk shows, and discussions allow direct interaction with 

listeners/viewers. 

2. Improves Content Organization 

o Bulletin and continuity studios ensure smooth flow and clear transitions between 

programmes. 

3. Facilitates Effective Communication 

o Interview studios provide a platform for clear, credible, and professional 

information delivery. 

4. Supports Creative Presentation 

o Discussion and talk settings encourage lively debates and engaging storytelling. 

5. Professionalism and Standardization 

o Different studio setups ensure that programmes follow industry standards in 

timing, delivery, and technical quality. 

 

 



Studio Mastery for Best Production and Broadcasting Practices 

(describe components of studio master for best production and broadcasting practices) 

 

1. Definition of Studio Mastery 

● Studio Mastery refers to the proficiency and competence in managing all technical, 

creative, and operational aspects of a radio or TV studio. 

● It involves knowledge of equipment, studio settings, production techniques, and 

etiquette to ensure high-quality, professional broadcasts. 

 

2. Components of Studio Mastery for Best Production and Broadcasting Practices 

1. Technical Proficiency 

o Knowledge and skill in operating microphones, audio mixers, cameras, lighting, 

teleprompters, and broadcast consoles. 

o Ensures clear audio, sharp visuals, and smooth technical execution. 

2. Content Mastery 

o Ability to understand, prepare, and deliver content effectively, including 

scripts, segments, and programme flow. 

o Ensures the content is relevant, engaging, and well-structured. 

3. Studio Etiquette 

o Professional behavior including punctuality, silence, respect for colleagues, and 

proper handling of equipment. 

o Promotes discipline, teamwork, and professionalism. 

4. Time Management 

o Proper scheduling of segments, cues, and programme duration. 

o Prevents overrunning, dead air, or rushed segments. 

5. Creative Skills 

o Ability to adapt presentation style, storytelling, and visual/audio 

enhancements to engage audiences. 

6. Problem-Solving Skills 

o Quick response to technical glitches, live errors, or unexpected events during 

production. 

 



7. Coordination and Teamwork 

o Collaboration between producers, directors, presenters, technical crew, and 

support staff. 

o Ensures smooth workflow and efficient production. 

 

3. Importance of Studio Mastery for Best Production and Broadcasting Practices 

1. Ensures High-Quality Broadcasts 

o Professional handling of equipment and content delivers clear audio, visuals, and 

structured programmes. 

2. Enhances Audience Engagement 

o Well-executed production maintains listener/viewer interest and loyalty. 

3. Promotes Professionalism 

o Observing studio etiquette and technical standards builds station credibility. 

4. Reduces Errors and Delays 

o Knowledge and mastery prevent technical failures, timing issues, and 

miscommunication. 

5. Facilitates Teamwork 

o Coordinated crew ensures efficient production and smooth live broadcasts. 

6. Supports Creativity and Innovation 

o Mastery allows presenters and crew to introduce new styles, formats, and 

creative elements confidently. 

 

 

 

 

 

 

 

 

 

 

 



Producing Programmes Using Studio Settings 

(demonstrate control of different studio settings in broadcasting) 

 

1. Producing a Discussion Programme 

Studio Setting: Discussion Studio 

● Setup: 

o Moderator desk, chairs for participants, microphones for each participant, central 

camera (TV) or audio console (radio). 

o Lighting for TV; soundproofing for radio. 

Steps to Produce: 

1. Select topic and participants (experts, panelists). 

2. Prepare discussion guide or script with questions and time allocation. 

3. Arrange microphones, cameras, and lighting for optimal coverage. 

4. Conduct a briefing session with participants. 

5. Record or broadcast live, moderator leads discussion, ensures everyone speaks in turn. 

6. Insert music or audio cues between segments if required (radio). 

7. Review recording and apply post-production techniques if pre-recorded. 

 

2. Producing an Interview Programme 

Studio Setting: Interview Studio 

● Setup: 

o One-on-one or panel seating, microphone per guest, presenter’s mic, TV camera 

angles for each guest. 

o Teleprompter (optional), audio mixer for sound quality. 

 

 

 



Steps to Produce: 

1. Identify guest(s) and topic. 

2. Prepare scripted questions and technical cues. 

3. Set up cameras, microphones, and lighting (TV) or audio system (radio). 

4. Conduct pre-interview briefing with guests. 

5. Execute interviews, ensure clear audio, smooth flow, and engagement. 

6. For pre-recorded sessions, edit and add effects, jingles, or graphics. 

 

3. Producing a Talk Show Programme 

Studio Setting: Talk Studio 

● Setup: Presenter desk, audience seating (optional), camera coverage (TV) or audio console 

(radio). 

● Background: Branded set, props, banners, or logos for TV; clean and organized studio for 

radio. 

Steps to Produce: 

1. Choose the theme and target audience. 

2. Prepare script or outline: opening, main segments, transitions. 

3. Arrange equipment, lighting, and audio levels. 

4. Presenters deliver content engagingly; may include pre-recorded inserts. 

5. Include interactive segments (polls, audience questions, social media comments). 

6. Record or broadcast live; ensure timing and smooth transitions. 

 

4. Producing a Phone-In Programme 

Studio Setting: Phone-In Studio 

● Setup: Studio with telephone system connected to mixer, multiple microphones for 

presenter, monitors for caller information. 

● TV Option: Camera focused on presenter; graphics for caller details. 

 



 

Steps to Produce: 

1. Select a topic suitable for audience interaction. 

2. Prepare script for introduction, segment flow, and closing. 

3. Set up phone lines, audio mixer, and sound checks. 

4. The presenter introduces the programme and topic, and invites callers. 

5. Screen callers to ensure relevance and appropriateness. 

6. Conduct live discussion with callers, maintain timing and order. 

7. Conclude the programme, summarize key points, and thank the audience. 

 

Summary 

Programme Type Studio Setting Key Steps 

Discussion Discussion Studio 
Select topic, prepare guide, setup mics/cameras, 

moderator leads debate, post-production if needed 

Interview Interview Studio 
Select guest, prepare questions, setup equipment, pre-

interview briefing, execute & record 

Talk Show Talk Studio 
Choose theme, prepare script, setup studio, presenter 

delivers, include interactive segments 

Phone-In Phone-In Studio 
Select topic, setup phone lines, screen callers, manage 

live discussion, summarize & close 

 

 

 

 

 

 

 

 

 

 

 



Presentation Skills in Radio and TV Broadcasting 

(demonstrate presentation skills in radio and tv broadcasting) 

 

1. Definition of Presentation Skills 

● Presentation skills refer to the ability of a radio or TV presenter to communicate 

effectively, engage the audience, and deliver content clearly and professionally. 

● Good presentation skills combine verbal, non-verbal, and technical abilities to ensure 

the broadcast is informative, entertaining, and credible. 

 

2. Presentation Skills in TV and Radio Program Broadcasting 

Key Presentation Skills: 

1. Observing Time 

o Managing the duration of segments to ensure smooth programme flow. 

o Prevents dead air or overrun of live or pre-recorded programmes. 

2. Pronunciation and Articulation 

o Speaking clearly, correctly, and confidently. 

o Essential for audience understanding, especially in news, interviews, and 

educational programmes. 

3. Demeanour 

o Maintaining calm, confident, and engaging body language (TV) or vocal tone 

(radio). 

o Projects professionalism and credibility. 

4. Dress Code (TV) 

o Wearing appropriate, neat, and professional attire suitable for the audience and 

programme type. 

o Enhances presenter image and audience trust. 

5. Observing Script 

o Following prepared scripts or notes while allowing for natural delivery. 

o Ensures accuracy, timing, and completeness of information. 

6. Voice Modulation 

o Using tone, pitch, pace, and pauses effectively to engage the audience. 

7. Eye Contact and Facial Expressions (TV) 

o Connects with viewers; improves engagement and trust. 



8. Interpersonal Skills 

o Interacting smoothly with guests, co-presenters, or callers. 

o Essential for interviews, discussions, and phone-in programmes. 

 

3. Importance of Presentation Skills in TV and Radio Broadcasting 

1. Enhances Audience Engagement 

o Clear and confident delivery keeps the audience interested and attentive. 

2. Ensures Accurate Information Delivery 

o Following the script and pronouncing words correctly avoids miscommunication. 

3. Maintains Professionalism 

o Appropriate dress, demeanour, and behaviour improve credibility and station 

reputation. 

4. Supports Smooth Programme Flow 

o Observing time and cues prevents dead air or rushed segments. 

5. Builds Presenter Confidence 

o Good presentation skills help the presenter handle live situations, interviews, and 

unexpected events effectively. 

 

4. Presenting Broadcast Radio and TV Programmes 

Steps to Present Radio Programmes: 

1. Review the script and programme schedule. 

2. Test microphone and audio levels. 

3. Speak clearly, with proper pronunciation. 

4. Follow timing cues and inserts (music, adverts, jingles). 

5. Interact naturally with co-presenters or callers. 

6. Summarize segments and close professionally. 

Steps to Present TV Programmes: 

1. Prepare script and visual aids (graphics, props). 

2. Ensure lighting, camera angles, and teleprompter setup are correct. 

3. Maintain professional dress, posture, and facial expressions. 

4. Deliver content clearly, engagingly, and within time limits. 

5. Coordinate with technical crew for cues, graphics, and transitions. 

6. Conclude programmes with smooth transitions to the next segment or sign-off. 


