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In 1996, Dr. Todd Curtis created the web’s most popular airline safety site, AirSafe.com. His aviation safety expertise has been featured by numerous news organizations, including the New York Times, and he has appeared on CNN, CBS, Fox News, Discovery Channel, Al Jazeera, the BBC, and National Public Radio. He holds a PhD in aviation risk assessment from the Union Institute, as well as engineering degrees from MIT, the University of Texas, and Princeton. Ten years after the debut of the web site, Todd created the podcast The Conversation at AirSafe.com to support the work of the AirSafe.com web site. This manual lays out in a systematic fashion the steps taken to create and maintain The Conversation at AirSafe.com, and provides organization or individual interested in producing and maintaining a podcast with the guidance necessary to give that podcast a good chance at success.
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If you are reading this, you probably have seen a video on a site like YouTube, or downloaded an MP3 of an interview to play on your computer or your iPod. You might have even thought that you could create a video and share it online with your friends. if this sounds like you, and if you have access to even the most basic personal computer, you can create a podcast, and then take that podcast and share it with the whole world.
This book is about my experience with putting together podcasts for the aviation safety web site AirSafe.com. It isn’t a book about aviation safety, or even about podcasting technology, but rather one about the lessons and insights I gained from creating and maintaining podcast production system. While podcasting doesn’t have the media hype that it had a few years ago, the things that podcasting can do are still relevant to the modern Internet. The things that you could learn from this book, specifically how to apply a systematic production and distribution process a podcast, could make it much easier to either start podcasting or to become a more effective podcaster.
Before There Was a Web
Once upon a time, in fact any time before 1989, there were no browsers, web sites, Google, or YouTube, and definitely no podcasting. If you wanted to communicate with the public using an audio or video production, there were few options outside of commercial radio or television stations, and those options were beyond the reach of most people. Some cable systems provided training and equipment that allowed anyone to produce a television show that could be broadcast on a dedicated public access cable channel. Also, some local radio and television stations had limited amounts of time devoted to public affairs programs where groups and sometimes individuals could broadcast a show in a time slot that was usually too early or too late to be of interest even to infomercial producers. As you can imagine, few people were able to take advantage of these options, and the audience for these kinds of shows was quite limited.
The Early Days of the Web
For the first decade of so of the web, publishing something online meant you had to create a web site. That meant that you had to do things like negotiate with an ISP to host the site (and paying some money), going to another company to get the rights to a domain name (and paying more money), either hiring someone to create the web site or taking the time to buy a few books and learn how to build a web site from scratch (even more $$$).
The Web Now
If you are thinking about putting content online, you don't have to spend money up front or develop a lot of new skills. You can still make web sites, but if you just want to test the online publishing waters, you can go out and set up a blog for, and put text, pictures, and media like audio and video on it. Speaking of video, if you create one, you don't need a web site or a blog to promote it, just upload it to YouTube (for free), and tell all your Facebook friends about it (another free service), and use Twitter to send out notices to followers (yes, this service is also free).
Creating content is getting easier as innovations make it easier for the average person to publish online. However, if you plan to cross over from being a creator of audio or video content to being a podcaster, it calls for a change of mindset. The creation process can still be fun, but the fun has to be backed up by reliable processes and systems if you want to be a podcaster.
What the Heck is Podcasting?
One definition for a podcast is a series of audio or video digital media files that are both released over time and distributed using the Internet. That definition doesn't really tell the story. You can have audio or video files on a web site or blog, and that is a form of distribution, but the real power of a podcast lies in being able to do several things:
* Create audio or visual media that communicates, entertains, or educates.
* Create multiple shows or episodes over a period of time.
* Make these shows available online for people all over the world to enjoy.
* Allow anyone to easily subscribe to the podcast and receive new episodes.
The last point is the real key. If you are creating new works on a regular basis, and you either have an existing audience or want to develop a larger audience for your work, then you should make it easy for that audience to find and enjoy your work. Having them available on a web site or blog is a first step for reaching your audience, but it shouldn't be the only way for you audience to obtain your work. Creating a system where the audience can choose to have new works delivered automatically makes it much more convenient for your audience, and takes you beyond the world of a producer of a collection of multimedia files and into the world of podcasting.
OK, so give me an example of how this works
I'll give you my favorite podcast example. AirSafe.com is a site dedicated to aviation safety and aviation safety policy issues. I created my first audio podcast in 2005, consisting mostly of reviews of aircraft accident investigations and interviews with aviation safety experts. In 2007, I added video episodes as well. To promote and distribute the podcast, I talked about it on my web site, notified mailing list members of new shows, added blogs that featured the podcast, made the podcast available in iTunes, and included the video episodes on a variety of video sharing sites, including YouTube.
The podcasts, both audio and video, didn't start out fancy or sophisticated, and my marketing and advertising efforts were not that great in the beginning, but over time I improved the quality of the episodes and the size of the audience by applying the knowledge I gained and the lessons I learned from making and distributing the podcast. While the tools I used to create, distribute, and promote the podcast continue to expand and evolve, the basic approach to the podcast hasn't changed—Give the people what they want, and just a little bit of what I think they need.
So what does it take to make a podcast?
You don't have to have years of experience to put together a good and popular podcast. What I'll tell you in this manual will help you get up to speed quickly and will help you avoid many of the problems that can doom your podcasting dreams. In my opinion, you have to have at least a general idea of what to do and what not to do. More importantly, you have to have a very good idea of why you are doing it.
OK, now what? How do I make a podcast?
The next section gives you a broad overview of the podcasting process. That will be followed by a couple of case studies of actual podcasts. Finally, I'll provide you with additional checklists, guidelines, and resources for making your own podcast.
~~~~
Do you really need some kind of grand plan to create a podcast? For the serious podcaster, the answer is yes. A successful podcast doesn’t have only one episode, but many episodes produced over a long period of time. If you intend to create many episodes, then it helps to have some structure to the process to make it more likely that the quality of the shows improve over time. If you think that you can go ahead and start your podcast without prior planning, you could certainly make a podcast, perhaps with hundreds of episodes, but the learning process will be easier, shorter, and much less painful if you take the time to go over a few basics.
The Key Things You Need for a Successful Podcast
Making a podcast is a combination of desire, organization, and technology. The technology part is getting easier because thousands of groups and individuals around the world are working hard to make the process of creating and distributing podcasts easier and cheaper (so cheap that many of the resources you need are free). Organizing the people and resources to make a podcast happen is not that difficult either, in part because many podcasters have been willing to provide anyone who is interested with examples of how to create and run a successful podcast, as well as examples of how to run one into the ground.
In my opinion, the key to a successful podcast is desire. This kind of desire isn't the enthusiasm that an individual or a group has at the beginning of a new project, but a higher level motivation that will keep a person or a group focused and moving in the right direction in the face of distractions, setbacks, and roadblocks. In other words, if you set out to make a podcast because it sounds like a good idea, then the podcast will likely not last. Like with many other things online, podcasting is a method or a tool that helps you do something more important.
I could go on for hundreds of pages about what podcasting is and how to make a podcast, but that territory has been covered quite well by the authors of the many how-to podcasting books on the market (I own a few of them myself). My goal here is to introduce you to the AirSafe.com style of podcasting, and to give you enough background information and supporting material to create your own system for planning and producing a podcast.
Eight Pillars that Support Your Podcast
What follows in this section is my description of how desire, organization, and technology combine to create a podcasting system. I've taken these three general concepts and put them into eight specific categories or tasks that I feel serve as the foundation for any well-managed podcast.
1. Mission: Why would you need to have a mission to create a podcast? Let's put it this way. If you're going to put in the time and energy to do a decent job, you have to have some reason that drives you to do this, something that'll give you the inspiration or the motivation to overcome the problems and obstacles that will happen between a decision to make a podcast and a completed episode.
2. Team: Every podcast has several distinct tasks that have to be addressed. Those tasks may be completed by one person or by a whole team of people. Even if there is only one person involved in the process, all of these tasks must be coordinated if you want to produce consistently good results.
3. Leadership: Someone has to take responsibility for the podcast, and that includes overseeing the planning, production, and distribution of each episode.
4. Resources: If you have access to a personal computer and the Internet, you may need very little additional equipment to produce a podcast. However, a podcast also has to rely on a variety of other resources to be successful, including things like blogs or web sites where the podcast can be found, and other online resources such as search engines or subscription services that connect the podcast with its audience.
5. Communications: There is an ongoing need to keep team members, guests, audience members, and everyone else involved with your podcast aware of what’s going on. Whether it is by IM, tweet, mailing list, or blog, you will have a variety of communication needs before, during, and after each episode.
6. Systems: You're going to need basic hardware and software to make a podcast happen, but the systems that can make or break a podcast, things like search engines, blogs, and subscription services, have to be understood well enough so that you can use them to create and maintain a relationship with your audience
7. Legal Foundation: Luckily, you don't have to hire a lawyer, or know much about the law to understand how to keep out of legal trouble with a podcast. However, like a lot of other risks, a little bit of education and prevention ahead of time can help you avoid a whole lot of hassles in the future.
8. The Podcast: Why is the podcast the last thing on this list? The biggest reason is that if you don't deal with all of the previous seven issues, a problem with any one of them can take all of the fun out of making a podcast, and more importantly make it hard for a podcast to survive. In other words, if you don’t deal with the previous seven areas, you would have not created a solid podcasting process. A solid process does not guarantee success, since the ultimate success of a podcast is determined by the audience. However, without a solid underlying system to produce, promote, and distribute your content, even a podcast that an audience loves will likely fail.
The next eight chapters go over each of these eight sections, and afterwards I'll show you two podcasting case studies from AirSafe.com and how I addressed these eight areas.
~~~~
Creating a podcast takes time, dedication, and more than a little bit of work. When you start the process, the obvious goal is to complete it and put it in front of an audience. That goal is not the mission of creating a podcast. The mission is the larger reason that you are doing this. While there is no limit to what the mission could be, in my opinion, a mission that can motivate both the leadership and the team members is one that clearly does one of two things: increase the level or extent of something that’s good or positive, or reducing the level or extent of something that is bad or negative.
If you're already in an organization such as a school or business, and if your organization has a mission statement, then your current mission statement should be the foundation of your podcast's mission. If your group doesn't have a formal mission statement, or if you are doing this podcast independently of any formal group, then you should figure out what the mission should be for your podcast. My suggestion for coming up with a mission statement is to think about what drives you to make the podcast. Imagine what goal is so important that thinking about that goal is enough to inspire you to overcome the obstacles that will no doubt come between you and a finished podcast.
The written mission statement should be short enough to recite in a normal speaking voice in under 10 seconds, and clear enough to be understood by the average 10-year-old. If you can meet those two basic criteria, then you are on the right track. You are free to change that mission at any time, but before you read any further, take out a piece of paper (or turn on your laptop or iPad) and write your mission statement down right now.
Example of a Bad Mission Statement
If your mission statement has one or more of the following characteristics, it is not a good mission statement and should be changed:
* When you read it to yourself and you have no idea what it means.
* You are the only person who understands what it means.
* You could use the same statement for making podcasts or making popcorn
* It uses business school jargon instead of plain English.
* You can't remember it because it is too long, too boring, or too ridiculous.
* It is ambiguous or could be interpreted very differently by different people.
Example of a Good Mission Statement
If you have a good mission statement, it should make sense to you, to the other people regularly involved in the podcast, and to the others who may work on the podcast. Good mission statements often have more than one of the following characteristics:
* It’s clearly written.
* It’s easy to remember the key parts of it.
* It’s short (one or two sentences).
It doesn’t have to be perfect the first time, and the mission statement may change over time, but make no mistake, your podcast will have a mission or a purpose. If you take the time to think it thorough and write it down, you will have a better chance a keeping your podcasting developing process more focused. For AirSafe.com, the mission is to provide the public with good information about airline safety and security. The podcast existed to support the work of the web site, so there was no need to come up with a new mission or a different mission statement.
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Making a podcast is not a solo activity. Even if you are working by yourself, the goal is to create something that you will share with others, and if you are successful, eventually other people will be involved with your podcast either directly or indirectly. Whether you are working alone or with others, there are several tasks or roles that have to be fulfilled when you create a podcast episode. Those roles would include the following:
Technical manager: responsible for overseeing hardware, software, and other technical resources.
Legal advisor: responsible for making sure that the podcast team understands and follows the organization's rules, and the basic rules for creative works (issues such as copyright and fair use).
Episode producer: responsible for organizing and managing the resources needed for a podcast episode.
Talent coordinator: responsible for finding content and guests for a podcast episode.
Podcast manager: responsible for overseeing issues affecting the podcast as a whole.
Marketing manager: responsible for making the current and potential audience aware that the existence and availability of the podcast.
Fulfillment manager: responsible for the processes that allows a user to download, view, or hear one or more podcast episodes.
Technology advisor: responsible for evaluating changes in technology and online resources and recommending how take advantage of them.
Podcast Mentor: an outside person who provides practical and independent advice on the podcast.
Depending on the podcast, one or more of the roles may even be accomplished without involving people. For example, a podcast mentor could take the form of a book (including this ebook), magazine, blog, web site, or other resource that can be consulted to address specific issues.
You may be able to rely on technology to do some or even all of the work for a particular role. For example, Apple's iTunes system allows any podcaster to register their podcast with Apple. By doing so, anyone with the iTunes software on their computer can easily subscribe to your podcast. Whenever you add a new episode to the podcast, any subscriber will be notified when they check for updates. The iTunes system performs part of the marketing role because it allows people to easily find podcasts by subject matter or keyword, and part of the fulfillment role because it can be used to download the podcast.
~~~~
No podcast gets made unless someone is willing to organize and manage the resources needed to create them and to make sure that they are available to audience. If you are making the podcast alone, then you have to be willing to fulfill that role. If you are part of a group that is making the podcast, then there will likely be one leader who will ensure that both completed episodes go out the door, and that the organization's upper management will support and promote the podcast effort. It doesn’t matter if a podcast is a solo effort or a group effort, unless someone is willing to accept the responsibility of overseeing, managing, and promoting the podcast, it may be very hard to create more episodes once the initial excitement dies down.
Solo Leadership
Technology makes it easy to create a podcast with only one person, but creating a whole series of episodes over a period of time will also take some discipline. As a leader, staying true to the purpose or mission of the podcast will be much easier if you have dealt with the tasks of the previous two chapters, defining the purpose of the podcast and determining the podcast production roles that have to be fulfilled.
One test of your leadership skills will be whether you had the discipline to carry out the first two parts of the podcast production process and to hold yourself accountable. An easy way to do this is to write things down and refer to them later. If you have done your job, you will have developed the following three things: a mission statement, a general description of the team functions, and a plan to carry out those functions.
Leadership of a Group
When there are two or more people involved in your podcast production, someone will be the leader or the manager. If you are doing a podcast within a larger organization, then the leader or manager has likely already been chosen or assigned. If the person has an interest in doing the podcast and a willingness to work through the issues that will likely come up, then leadership should not be a problem. If there is a problem with the leader’s motivation, energy, or enthusiasm, or if the larger organization doesn’t care about the outcome, it may be time for you to consider whether you want to stay around.
If you are going to be the leader of the group, then how you approach the situation will depend on your circumstances, the motivation of the other team members, and your willingness to manage both the podcast production process and the relationships among the team members.
Telling you what management techniques would work in this situation is well beyond the scope of this book. However, one thing is clear. If you are working with others, you have to understand both their motivations for being involved and what they plan to get out of the experience. If what they want is compatible with the mission of the podcast, then you’ll likely not have any problems. If their goals or motivations don’t fit the goals of the podcast, then it is probably best if that person leaves the team. If that happens, you may have to either find a replacement, or shift the responsibilities of the other team members in order to fill the gap.
~~~~
The easiest part of the process for a beginning podcaster is finding resources. Most personal computers come equipped with the hardware and software needed to create a basic audio or video podcast. Depending on your long term plan, you may or may not have additional expenses to keep the podcast going. Having the resources available over the long term is key to keeping the production process. In addition to a personal computer, you would need online access, the ability to record and edit the audio or video content, and the means to make the content available to the public. The general kinds of resources, and their likely costs, are summarized below:
Online Access Costs
For podcasting, you need to have the ability to not just go online, but also to upload your finished podcast. Any basic personal computer has the hardware and software needed to upload the podcast. You would need the ability to either upload those files from your hard drive, from a location on your computer network, or from a thumb drive or other data storage media that you connect to the system. You probably won't be able to upload files from a public terminal at a place like a library, but you should have no problem from a computer at home, school, or work. You will also need to be able to download much of the software or content that you would need for your productions. While you could get by with dial-up access, it would be much less time consuming if you had DSL or some other kind of high speed access.
Distribution Costs
In order to make the podcast available to the public, each episode has to be available online. If you want to give your audience an opportunity to download your episodes, for example if you wanted to use iTunes as part of your strategy, registering your podcast with iTunes would be free, but you may need to pay a service provider to allow your actual podcast files to be freely accessible 24 hours a day. If you happen have a web site where you can also place files on that web site’s server, that would be an option to consider for your podcast files. You can also take advantage of free storage options like the Amazon S3 service that allows you to place your podcast files on Amazon’s servers. If you use the free version of the service, you would be able to have your audience download a large number of files each month. Should your podcast become quite popular, simply move over to the paid service.
One free option for videos is to sign up for a YouTube account where you would place your episodes. Even if you have your video podcast files elsewhere online, you may want to add a YouTube option for your audience because some of them may prefer to visit YouTube to see their episodes rather than downloading files using a service like iTunes.
Marketing Resources
Unlike the final scenes of the movie Field of Dreams, people don't magically appear just because you create an attractive destination. A podcast needs an active marketing effort to make potential users aware of the podcast and encourage those users to either download a single episode or to subscribe to the entire podcast. There are usually a combination of online and offline marketing resources one can use, including combinations of Twitter, Facebook, word of mouth, mailing lists, blogs, offline advertising, and web sites.
Some, like word of mouth, Twitter and Facebook, are free, but you may incur some ongoing costs for things like a web site. Mailing lists and blogs may be done for free or may be for a cost, depending on what options you want to use. Even the free options have costs. If you and your team are not getting paid to run the podcast, then the cost is your time and effort. If you outsource some or all of the work, or if working on the podcast is part of a team member’s paid job, then there will definitely be real money spent to make the podcast.
The marketing effort may even be helped by outside resources. For example, podcasters who register their podcast with iTunes make it easy for iPod, iPad, and iPhone users (as well as anyone who uses iTunes on their PC) to find their podcasts, and to download one or more episodes into their computer or their iPod. It costs nothing to use this system, but it will take time and effort to take advantage of this resource.
Content Costs
There is always a cost to producing a podcast. Even if all the team members work without pay and you acquire the content at no charge, at the very least it will take both time and energy to create each episode. How much time, energy and other resources you may use will depend entirely on your subject matter and your intentions. If your format is a monologue featuring the show’s host, or a conversation between the host and a guest over the phone, the financial cost is likely zero and the effort needed to produce that episode will be minimal. If you have to hire a crew to travel to a location to interview your guests, the cost may easily climb into the thousands of dollars for that one episode.
Equipment Costs
Depending on the kind of podcast you are doing and the kind of equipment you already have, you may not have to spend any money at all. For example, if you have MacBook laptop and you plan to have an audio only podcast where you will provide all of the content, you already have in your laptop a microphone and audio editing software. If you were to add more equipment, the first step is likely a microphone for improving sound quality. Beyond that, the sky’s the limit. However, unless you had a need to produce something that is of professional or broadcast quality, you may not have to spend more than $100 in accessories to get going.
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There are two kinds of communication that have to be managed for any podcast, communication among the team members who are directly involved with creating, managing, producing, promoting, and distributing the podcast; and communication with the audience of the podcast. Basic communications resources that you will want to use will include email and phones (including online calling options like Skype), as well as resources such as YouTube, Twitter, Facebook, blogs, and web sites. If the podcast is to remain useful, many of these communications tools will have to be up and running at all times.
In the case studies, I'll provide you with examples of how communication issues were handled for different kinds of podcasts or podcast audiences, as well as practical advice on how to reduce the amount of time and energy spent on the routine aspects of podcast production and management.
Team Member Communication
Although podcasts are either an aural or visual medium, you have to be willing to write things down in order to communicate. While it is important to have face-to-face communication skills, most of the time the people involved in producing a podcast don't have to be in the same room, so written communications will likely work best. Also, a successful podcast may be around so long that new people will get involved and others will drift away. Achieving high level goals such as staying true to the podcast's mission and more basic goals like maintaining consistent quality between shows is much easier if things are written down.
For the core team members, it is usually a good idea to standardize how people communicate. One easy way to do so is to insist on email for routine communications so that there is an easily searchable record of what was said and when it was said. If your members are already a part of a formal organization like a business, you likely already have a communications system in place. If so, then use it.
Communicating with the Audience
After the podcast is up and running, you have to have a way to review your audience feedback to figure out if it had the desired effect or reached the desired audience. Feedback includes anything you learned about the response to the show, as well as any praise or complaints from the audience. The most basic feedback is how many times the episode was downloaded or played. Other things to consider include the comments left on a blog, YouTube account, or Facebook page; and any changes in the number of active email subscribers, Twitter followers, or Facebook friends.
~~~~
Your systems are the heart of the podcast production process. If you have systems that work well, then you and your team will have an easier time creating shows, and your audience will likely see regular additions of new content as well as a consistent improvement in the quality of their experience. There are a few basic types of hardware and software systems that you need for a podcast, and many more that are related to the management of the podcasting process and the management of your podcast’s audience.
Recording Hardware
Many new computers, especially laptops, come with built-in microphones that are good enough for recording speech. If your computer doesn't have one, you can buy a basic microphone for well under $30 that can plug directly into the USB port of your computer. If you are creating a video podcast, most consumer camcorders and smartphones will allow you to download video into your computer. You can also use a webcam or your computer's built-in video camera for recording video. Keep in mind that if you are creating a video podcast, and you are able to gather all the visual content you need from outside sources, then you may not even need to own or use your own camera to produce the podcast.
Recording and Editing Software
For audio recording, Apple and Windows personal computers both come with software that allow audio recording and editing, with Apple's GarageBand software being quite a bit more capable than what is included with a Windows computer. Audacity is an excellent audio recording and editing program that works on both Apple and Windows computers. Appendix 1 has details about how to download this program.
For editing video, Apple computers include the iMovie video editing program, and computers running the Windows operating system also have a video editing program included (though it’s not as robust as iMovie).
Preproduction Planning
Before you make a single show, it helps to think through how it should be done. This preproduction planning includes making general marketing decisions, including what online resources you may be able to use.
Once you've decided on things such as the podcast title and its intended audience, then there are several specific tasks that you should complete before you launch the podcast, including any extra work that you must do to distribute episodes using outside resources like iTunes and YouTube.
Related activities that should take place around this time include your initial marketing efforts and completion of any online podcast support activities such as creating one or more blogs to promote the podcast, redesigning your web site to accommodate podcast related resources, and planning initial media releases or other media related events. If your podcast is supporting one or more ongoing activities or projects, your initial efforts should be focused on making those involved in those ongoing activities and projects aware of the new podcast.
Podcast Launch Process
When the first show is completed, you should systematically inform your initial audience, as well as implement the appropriate parts of your marketing strategy. This is a one time process, but one that may take an extended amount of time to complete depending on the objectives you developed during the preproduction phase.
Planning process for an individual podcast
Before you lay down a single track for a new episode, you should first decide on what kind of episode you want to do. Once you have made that decision, you will have a good idea of what kind of resources you would need, including hardware, software, content, and people.
Content Collection and Creation Process
No matter how simple the podcast, you have to have some idea about where your content is coming from, and what you have to do to ensure that you are able to use that content once you acquire it.
Editing Process
This will depend on whether you are doing an audio or video podcast, and on what kind of software you use.
Episode Launch Process
For each new episode, in addition to uploading the content, at a minimum you should tell the audience that the show is available. Depending on your podcast, that could include updating a blog or Facebook page, and sending out notices to your mailing list members or Twitter followers. You may want to do additional things to encourage current audience members to participate, and also to reach out to new audiences who may be particularly interested in the topic of the podcast episode.
Technology evaluation and implementation process
The online world is changing so fast that in any given month there may be two or three things that catch your attention. You have to decide if it is worth your time and effort to incorporate new options into your podcasting process.
Podcast Distribution Process
The thing that makes a podcast different from a collection of multimedia files is the ability to have the episodes distributed to subscribers. Basic options for subscribers include getting notified when new content is available, getting new content automatically delivered, or downloading older content. Whatever your combination of options, you should make sure that the audience can easily find the podcast, and understand their options for enjoying the episodes.
~~~~
The Internet is all about free expression, but it doesn't mean that there are no rules. If you understand just a few basic things about the legal realities of podcasting, you will be able to avoid problems with lawyers, Internet service providers, or your organization.
Most of the legal issues are taken care of by common sense. First, if you want to use someone else's work in your podcast, ask permission. Second, assume that anything that ends up online will be around for a long time, so don't do anything that may come back to haunt you next week, next year, or even 50 years from now. Third, don't threaten anyone, break the law, or spread lies about others online. Finally, if it doesn't feel right, don't do it.
Visit: http://www.smashwords.com/books/view/12327 to purchase this book to continue reading. Show the author you appreciate their work!