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The scheduling of Readiness Review sessions is flexible, driven by each organization’s and
candidate’s needs. Local organizations with modest demands for administration of the
Examination can schedule Readiness Review on an as-needed basis. Organizations with
large numbers of Accreditation candidates may want to manage the process by establishing
and publishing a timetable of review periods. Flexibility for both the candidate and the
dedicated volunteers who drive the program is among the benefits of the Examination
design. But please remember that process-planning decisions made by your local
Accreditation Committee and Readiness Review panel must conform to the Accreditation
program timetable, including guidelines provided within these instructions.

INSTRUCTIONS TO READINESS REVIEW PANEL CHAIR

The Readiness Review is a gateway to the computer-based Examination, which covers the
following areas, weighted as shown:

= Research, planning, implementing & evaluating communication programs (30%)
* Ethics & Law (15%)

=  Communication models & theories (15%)

* Business literacy (10%)

= Crisis communication management (10%)

* Management skills & issues (10%)

®  Media relations (5%)

= History of and current issues in public relations (2%)

= Using information technology (2%)

= Advanced communication skills (1%)

Each Readiness Review panel evaluates a candidate’s readiness in 16 specific areas of
competence that cannot effectively be judged in the written or computer-based
Examination environment. These competencies or knowledge, skills and abilities are listed
following detailed descriptions of the 10 above via a link provided below and on panelists’
Readiness Review Scoring forms.

PANELISTS’ SOURCES TO MENTOR CANDIDATES

The Universal Accreditation Board has identified a “Bookshelf” of sources to help
candidates prepare for the computer-based Examination. Each text has been evaluated as a
potential reference source against each of the competencies tested in the Examination and
every question on the Examination is referenced back to one or more of these books. This
entire bookshelf is available on the Universal Accreditation Board Web site and accessible
via a link below. Of course, Readiness Review panelists also should feel free to provide
individualized support and coaching to each candidate. In addition, the panel should be
informed of local preparation resources such as Accreditation prep courses and mentoring
so that they can share these resources with candidates. Remember, the Readiness Review is
designed to help @/ candidates succeed in the computer-based Examination.




PROVIDE THESE MATERIALS TO EACH READINESS REVIEW PANEL

Three copies of “Instructions to Readiness Review Panelists”

http://www.praccreditation.org/documents/rrpanist.pdf

Three copies of “Bookshelf” resources

http://www.praccreditation.org/Preparation%20Sources/index.html

Three copies of the detailed list of competencies or Knowledge, Skills and Abilities
tested in the Examination for Accreditation in Public Relations

http://www.praccreditation.org/becomeAPR/KSAs Competencies.html

Three copies of first vote and second vote forms and one copy of Readiness Review
Summary

http://www.praccreditation.org/documents/RR%20SCore%20Forms.doc

READINESS REVIEW TIMING AND PROCEDURES

A minimum of one hour and a maximum of two hours should be allowed for each candidate’s
Readiness Review. Please see Instructions to Readiness Review Panelists and, as Readiness
Review panel chair, please ensure that the session is conducted according to these
procedures:

1.

Turn off or mute all cell phones, telephones, pagers and other potential
sources of distraction.

Introduce the candidate to panelists and establish a relaxed, professional
environment.

Read verbatim to the candidate:

The purpose and intended result of the Readiness Review is “to determine
whether or not each candidate for the Examination for Accreditation in Public
Relations is sufficiently prepared to be a viable candidate for the computer-
based Examination and to help each candidate determine an appropriate
course of preparation for the computer-based Examination. The intended
result of the Readiness Review is that each candidate will earn an “Advance”
or “Not Advance” assessment that will recommend the Universal
Accreditation Board either accept or decline the candidate’s request for
admission to the computer-based Examination at this time.”

Review responses in Sections 1, 2 and 3 of candidate’s Written Submission
that any panelist has identified as unclear or incomplete. Discuss until clear
and complete.

The candidate will present a portfolio of work samples to the Readiness

Review panel. During the presentation, clarify the candidate’s role(s) with

each work sample (or group) to help provide later guidance about

preparation for the computer-based Examination. (T h e ¢ amwdind at e’
ask him or ber to focus on work product developed solely by the candidate or where the
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candidate played a significant role. The candidate must be able to excplain all aspects of the
work product, including portions in which he/ she did not play a major role. The candidate
is enconraged to keep the presentation simple and to use materials related to the plan

di scussed i n the . Cwaondiditedbovsts @uses Wr i

presentation support, hardware and software should be no more complicated than a brief
PowerPoint presentation. "The mere inclusion of presentation support tools will not ingprove
the panel’s assessment of readi
lessenthep anel ' s appr aiss@downin thelprdentamomiry
should be becanse the presentationi S @ maj or el ement
Readiness Review panel reserves the right to determine how much video/ DV'D they will
watch as part of the review. 1f any presentation support is to be used, the candidate is
responsible for providing a laptop (no projector device will be allowed) or video/ D17D
Pplayback equipment, as needed. The candidate nust be advised to arrive with sufficient
time to ensure that either or both of these support tools are ready and working by the
scheduled start time.)

Using the detailed list of competencies or knowledge, skills and abilities
tested on the computer-based Examination, lead the panel in discussing with
the candidate how well he or she is prepared to successfully respond to
written questions in each area. Help identify areas of strength and weakness
and use the “Bookshelf” to help guide the candidate. Provide information
on the availability of other local resources, such as additional mentors and
Accreditation prep courses.

At the end of the Readiness Review, explain to the candidate that his or her
“Advance” or “Not Advance” assessment and recommendation to the UAB
will be determined by collaboration among the panelists and that the
candidate will be informed of the result by letter from the UAB. Thank and
dismiss the candidate.

Without discussion, ask each Readiness Review panelist to complete a “first
vote” form and give it to the chair to determine if discussion or further
voting is required. If a candidate achieves a total of at least 32 points axd has
no zero assessment in any single knowledge, skills and abilities category, the
candidate has earned an “Advance” recommendation. At this time the
Readiness Review Summary should be completed. If a candidate, in the
opinion of any one panelist, does not achieve a total of at least 32 points or
has any assessment of zero in any single knowledge, skills and abilities
categoty, the candidate is tentatively set for a “Not Advance”
recommendation; discussion among the panelists and a second vote
following these same guidelines will be required.

Before conducting a second vote, discuss the candidate’s performance. If a
candidate, in the opinion of any one panelist, still does not achieve a
minimum of 32 total points or has an assessment of zero in any single
knowledge, skills and abilities category, assign a “Not Advance”
recommendation to the candidate and complete the Readiness Review
Summary.
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9. Collect all materials, including notes taken during the session by any
panelists. Thank and dismiss the panelists.

10. As soon as possible, destroy all notes and Readiness Review materials you
received and collected excep? :

1 Each candidate’s scoring sheets (there should be 6 total for each
candidate),

1 A clean copy of each candidate’s Readiness Review questionnaire
submission, and

1 One Readiness Review Summary per candidate.

11. Within five business days, return each candidate’s scoring sheets, clean
copy of the Readiness Review questionnaire submission and Readiness
Review Summary to the Universal Accreditation Board, Public Relations
Society of America, 33 Maiden Lane, 11 Floor, New York NY 10038-
5150.



The Examination for Accreditation in Public Relations
Readiness Review

INSTRUCTIONS TO READINESS REVIEW PANELISTS

OVERVIEW

Thank you for contributing to this important process. We recognize that your time is
valuable, and we are grateful that you are contributing to the ongoing development of the
public relations profession.

The Readiness Review panel in which you have agreed to participate for one or more
candidates for the Examination for Accreditation in Public Relations is a gateway where you
will — or will 707 — recommend that each candidate Advance to the computer-based
Examination. Because it is a process that can have a significant impact on a candidate’s
career progression, please treat the Review seriously and the candidate with dignity and
respect. The Readiness Review documents you have received and the names of candidates
are confidential.

As a member of a Readiness Review panel, you will serve with two colleagues who also are
Accredited in Public Relations at a time and place designated by your local Accreditation or
Readiness Review panel chair. The role you will serve on this panel is different from the role
you may have served in other oral review processes. It is essential that you prepare for your
Readiness Review panel service in advance.

THE PURPOSE AND INTENDED RESULT OF THE READINESS REVIEW
The purpose of the Readiness Review is to:

1. Determine whether or not each candidate for the Examination for Accreditation in
Public Relations is sufficiently prepared to succeed with the computer-based
Examination, and

2. Help each candidate determine an appropriate course of preparation.

The intended result of the Readiness Review is that the candidate will earn an “Advance” or
“Not Advance” assessment, recommending that the Universal Accreditation Board either
accept or decline the individual’s request for admission to the computer-based Examination
at this time.

The Readiness Review is the first step in the Accreditation process. It is designed to ensure
that only those candidates who have a solid grounding in the fundamental theories and
principles of public relations and broad practical experience in the application of these
fundamentals advance.

Your role is to identify those candidates who possess the knowledge, skills and abilities that
would be acquired by a public relations practitioner with five-to-seven years of full-time
experience in the practice or teaching of public relations azd a bachelot’s degree in a
communication-specific field such as public relations, journalism or mass communication gr
equivalent work experience that corresponds to the Commission on Public Relations
Education’s Recommended Curriculum, which includes courses of study in the following:



= Public relations principles = Research
®  Public relations writing = FEthics and law
= Public relations campaigns ® Internship (practical experience under supervision)

YOUR ROLE AS A READINESS REVIEW PANELIST

The Readiness Review is not an adversarial proceeding. It is an opportunity for candidates
to demonstrate their knowledge, skills and abilities to three Accredited professionals and to
receive focused feedback. It enables you to evaluate the “softer” skills required of successful
public relations practitioners that cannot effectively be tested in the computer-based
Examination environment. It also gives the candidate access to knowledgeable professionals
and added resources to use to develop a preparation study plan for the computer-based
Examination.

During each Readiness Review, you are asked to act both as a judge and a mentor:

1. As a judge, you will complete a series of forms for each candidate to determine the
“Advance/“Not Advance” component of the process.

2. As a mentor, you will help each candidate — whether he or she Advances or does Not
Advance at this time— to plan a course of preparation for the computer-based
Examination.

WHAT YOU WILL — AND WILL NOT - BE ASKED TO DO AS A READINESS
REVIEW PANELIST

No fewer than 10 business days before a scheduled Readiness Review, you will receive a
copy of a candidate’s comprehensive response to a three-part questionnaire. The
questionnaire includes a plan and relates to his or her organizational role, public relations
experience and preparation for the computer-based Examination. You st study this
material carefully before you meet with the candidate and prepare a list of questions or
concerns you want to review with the candidate during the Readiness Review. If you cannot
do this, please inform your local Readiness Review panel chair immediately. Your ability to
conduct this personal preparation is critical to the candidate’s success in the Readiness
Review.

During the Readiness Review, you will discuss each portion of the candidate’s written
response and participate in reviewing the candidate’s portfolio. However, you will not be
evaluating the candidate’s written responses or portfolio, per se! You will be using
this material and the candidate’s presentation of this material as the input required to
assess the candidate in 16 specific knowledge, skills and abilities areas listed on the
form. In assessing the candidate in each area, you will use a scale of “0” to “3” in which an
assessment of:

1 “0” indicates that the candidate was unable to demonstrate any knowledge, skill or
abilities in the rated area,

T “1” reflects very weak demonstration of knowledge, skills and abilities,
1 “2” shows acceptable knowledge, skills and abilities in the rated area and
1 “3” demonstrates exceptional knowledge, skills and abilities in the rated area.



Following Readiness Review, candidates may ask for additional advice and counsel in their
preparation. You may opt to assist personally, or direct the candidate to other resources that
will better meet his or her needs.

In providing mentoring, please strictly adhere to the areas being judged, as shown in these
guidelines. Other comments may simply confuse and mis-direct candidates.

CONFIDENTIALITY

As a Readiness Review panel member, please follow these guidelines to protect the
confidentiality of each candidate and guard against challenges to the fairness of the process.

Keep each candidate’s participation and materials used to administer the
Readiness Review in strict confidence. This includes the names of candidates
and materials they submit or present.

Do not report or discuss results of the Readiness Review with anyone within
or outside of your organization. This includes people involved in your
organization’s Accreditation program, local, regional and national officers, or other
candidates. Results can be reported only to the Universal Accreditation
administrator at PRSA Headquarters.

Avoid serving on a Readiness Review panel if you have a relationship that
might present a conflict of interest with the candidate. This includes a
client/counselot, employer/ employee, colleague or a competitive relationship. If
you have such a conflict, please inform your Readiness Review panel chair
immediately and remove yourself from the panel for the candidate in question.

PREPARING FOR AND CONDUCTING THE READINESS REVIEW

Read all material provided carefully before the Readiness Review panel meets.
Familiarize yourself with the candidate’s responses to the three sections of his or her
written submission and the scoring factors and process. Feel free to highlight key
words and phrases for your convenience as you prepare. Make notes to guide your
questioning during the Readiness Review.

Conduct the Readiness Review in a relaxed, business-like manner. Any interruption
during the Readiness Review could cause the results to be called into question. Turn
off or mute cell phones, telephones, pagers and other potential sources of
distraction.

Be prompt. The Readiness Review is scheduled for a minimum of one and a
maximum of two hours. It should begin at the appointed time. Please allow
adequate travel time.

Feel free to interact with the candidate during the portfolio review portion of the
Readiness Review. Ask the questions you need to gather the information, insights
and impressions you must have to complete the scoring sheet.

Keep the purpose and intended objective of the Readiness Review in mind at all
times. Don’t ask questions that are irrelevant to completing your task or may lead to
lengthy discussions. Panelists” comments and opinions should not be the focus of
the Readiness Review.



Remember that the public relations plan submitted needs not have been prepared
solely by the candidate. Rather, the candidate must have made a significant
contribution in its preparation and be able to fully explain all aspects. In doing so,
the candidate must show a thorough understanding of the four-step process of
public relations planning, implementation and evaluation. The candidate must also
be able to clearly indicate what his or her role was in the plan’s preparation and
execution.

We are required to point out that your questions or comments must be free of
cultural, gender, organizational or any other bias.

Some candidates may not hold management-level positions, have budgetary
resources or supervisory support to implement programs under the best possible
professional circumstances. These candidates should be encouraged to respond as if
they were working under the “best possible circumstances,” but should do so within
the context of the materials submitted prior to the Readiness Review. For example,
they should be encouraged to discuss a different approach they would have taken if
the plan had been under their full control.

Candidates who are full-time educators should be asked to prepare portfolios that
demonstrate their knowledge, skills and abilities in the 16 rated areas using academic
and scholarly writings in addition to appropriate portfolio materials based on their
professional activities.

Your Readiness Review panel chair will guide and enforce the voting procedures.
The most critical of these is that once the candidate is dismissed from the Readiness
Review, you may not discuss the candidate’s performance until after you have
completed your first vote form.



The Examination for Accreditation in Public Relations
Readiness Review Scoring
FIRST VOTE

Candidate

Name of PRSA Chapter or
Partner Organization

Readiness Review Panelist

Readiness Review Panelist’s
Signature

Date of Readiness Review

INSTRUCTIONS

Without discussion with your colleagues on the Readiness Review panel, assess the
candidate you have just examined on each of the 16 criteria below on a scale of “0” to
“3.” An assessment of “0” indicates the candidate was unable to demonstrate any
knowledge, skills or abilities in the rated area. An assessment of “1” reflects very weak
demonstration of knowledge, skills or abilities, “2” shows acceptable knowledge, skills
and abilities in the rated area and “3” demonstrates exceptional knowledge, skills and
abilities in the rated area.

|l f the candidate has earned a ANotorahdvancebo
assessment of 0 in any knowledge, skills and abilities categerg),iagn a A Not Advar
assessment and briefly list the reasons why you have done so on this form (for example, a

short set of bulleted items).

Give this completed form to your Readiness Review panel chair.

Skill Demonstrated | Score
in (0-3)

Creative corgptualization/creativityJses imagination to develop new Materials; RR

insights into a public relations issue. Develops innovative solutions to the Presentation

issue or problems posed. Devises new methods/processes or adapts existing
ones when the standard methods and processes are not applicable.

Initiative Displays courage in suggesting new ideas and justifying them to RR Questions
clients/employer.

Interpersonal skilisRelates empathically to other individuals in order to RR
understand their concerns or needs. Influences another's decision or Presentation
behavior. Displays confidence when interacting with others.

10



Skill Demonstrated | Score
in (0-3)

Management skillDevelops expertise in planning, organizing, budgeting, Materials

communicating, coordinating, scheduling, monitoring, and evaluating.

Client/Employer/Organizational fot¢iegds service to RR

clients/organization/institution and as a top priority. Considers long-term Presentation

client/organizational/institutional needs as well as short-term demands. Makes
and delivers on commitments.

Multitasking: Effectively and efficiently manages numerous projects and
responsibilities simultaneously. Applies prioritization and tracks progress
toward completion of tasks.

RR Questions;
RR
Presentation

Flexbility: Responds to the changing business, social, and cultural
landscape.

RR Questions;
RR
Presentation

Teaches otherddentifies learning needs of staff. Coaches others on how to
perform tasks. Serves as a mentor. Leads by example.

RR Questions

Time managemerRrioritizes and sequences tasks to meet goals and
deadlines

RR Questions

Uses multiple delivery mechanisrdses advertising, direct mail, web and | Materials
other delivery mechanisms and promotional tools effectively.

Control anaisis. For selected media, determines who the owners are, their | Materials
aims, their political allegiances, their influence on the content and editorial

policies, and their legal constraints.

Communication skills/Speakiriggmonstrates logical thinking when RR

describing client issues and framing approaches to solving public relations
problems.

Presentation

Communication skills/Interviewirisks relevant, insightful, and probing
questions while interacting with employers/clients and target audiences
(priority publics).

RR
Presentation

Communication skills/Writing and Editi@gmmunicates relevant
information (including technical material) in a concise, organized fashion.
Writes content that is factual and grammatically accurate, and at a reading
level that is appropriate to the target audience. Authors persuasive
communication material for public relations programs. Demonstrates the
ability to examine and alter a document and correct for format, organization,
completeness, factual accuracy, style, tone, and grammar.

Materials; RR
Presentation

11




Skill Demonstrated | Score
in (0-3)

Communication skills/ListeninBeceives, interprets, verifies, and RR

responds to verbal and non-verbal messages and other cues in context of Presentation

client, teammate, and audience concerns.

Presentation skillsUses visual aids (charts, slides, transparencies, etc.) RR

effectively. Maintains eye contact with audience. Uses appropriate language, | Presentation

gestures, tone of voice, and volume to convey information.

TOTAL SCOR

Readiness Review
Panelist

Candidate

12




IF THE CANDIDATE EARNED A “NOT ADVANCE” ASSESSMENT, BRIEFLY
STATE THE REASONS THIS PANELIST REACHED THIS CONCLUSION:

13



The Examination for Accreditation in Public Relations
Readiness Review Scoring
SECOND VOTE

Candidate

Name of PRSA Chapter or
Partner Organization

Readiness Review Panelist

Readiness Review Panelist's
Signature

Date of Readiness Review

INSTRUCTIONS

Following discussion with your colleagues on the Readiness Review panel, score the
candidate you have just examined on each of the 16 criteria below on a scale of “0 to “3.
A score of “0” indicates that the candidate was unable to demonstrate any knowledge,
skills or abilities in the rated area. A score of “1” reflects very weak demonstration of
knowledge, skills and abilities, “2” shows acceptable knowledge, skills and abilities in
the rated area and “3” demonstrates exceptional knowledge, skills and abilities in the

rated area.

If the candidate has earned a “Not Advance” assessment (fewer than 32 points total or a 0
in any skills category), assign a “Not Advance”, and briefly list on this form the reasons

why you have done so.

Give this completed form to your Readiness Review panel chair.

Skill Demonstrated | Score
in (0-3)

Creative conceptualization/creativitges imagination to develop new Materials; RR

insights into a public relations issue. Develops innovative solutions to the Presentation

issue or problems posed. Devises new methods/processes or adapts

existing ones when the standard methods and processes are not applicable.

Initiative Displays courage in suggesting new ideas and justifying them to
clients/employer.

RR Questions

Interpersonal skilisRelates empathically to other individuals in order to
understand their concerns or needs. Influences another's decision or
behavior. Displays confidence when interacting with others.

RR Presentation

14




Skill Demonstrated | Score
in (0-3)
Managementkdls: Develops expertise in planning, organizing, budgeting, | Materials

communicating, coordinating, scheduling, monitoring, and evaluating.

Client/Employer/Organizational fot¢iegds service to
clients/organization/institution and as a top priority. Considers long-term
client/organizational/institutional needs as well as short-term demands.
Makes and delivers on commitments.

RR Presentation

Multitasking: Effectively and efficiently manages numerous projects and
responsibilities simultaneously. Applies prioritization and tracks progress
toward completion of tasks.

RR Questions;
RR Presentation

Flexibility Responds to the changing business, social, and cultural
landscape.

RR Questions;
RR Presentation

Teaches otherddentifies learning needs of staff. Coaches others on how
to perform tasks. Serves as a mentor. Leads by example.

RR Questions

Time managementrioritizes and sequences tasks to meet goals and
deadlines

RR Questions

Uses multiple delivery mechanisrdses advertising, direct mail, web Materials
and other delivery mechanisms and promotional tools effectively.
Control analysisFor selected media, determines who the owners are, Materials

their aims, their political allegiances, their influence on the content and
editorial policies, and their legal constraints.

Communication skills/Speakirigemonstrates logical thinking when
describing client issues and framing approaches to solving public relations
problems.

RR Presentation

Communication skills/InterviewirAsks relevant, insightful, and probing
questions while interacting with employers/clients and target audiences
(priority publics).

RR Presentation

Communication skills/Writing and Editi@gmmunicates relevant
information (including technical material) in a concise, organized fashion.
Writes content that is factual and grammatically accurate, and at a reading
level that is appropriate to the target audience. Authors persuasive
communication material for public relations programs. Demonstrates the
ability to examine and alter a document and correct for format, organization,
completeness, factual accuracy, style, tone, and grammar.

Materials; RR
Presentation

15




Skill

Demonstrated
in

Score
(G-3)

Communication skills/ListeninBeceives, interprets, verifies, and
responds to verbal and non-verbal messages and other cues in context of
client, teammate, and audience concerns.

RR Presentation

Presentation skillsUses visual aids (charts, slides, transparencies, etc.)
effectively. Maintains eye contact with audience. Uses appropriate
language, gestures, tone of voice, and volume to convey information.

RR Presentation

TOTAL SCOR

Readiness Review
Panelist

Candidate

16




IF THE CANDIDATE EARNED A “NOT ADVANCE” ASSESSMENT, BRIEFLY
STATE THE REASONS THIS PANELIST REACHED THIS CONCLUSION:

17



The Examination for Accreditation in Public Relations
Readiness Review Scoring
SUMMARY OF CANDIDATE6 S PERFORMANCE

Candidate

Name of PRSA Chapter or
Partner Organization

Date of Readiness Review

In our unanimous opinion:
0 We recommend that the Universal Accreditation Board “Advance” with accepting this

candidate’s request for admission to the computer-based Examination for Accreditation in
Public Relations.

[0 We recommend that the Universal Accreditation Board “Not-Advance” with this candidate’s
request for admission to the computer-based Examination for Accreditation in Public Relations
at this time.

In our collective opinion, this candidate earned a “Not Advance” assessment in the
Readiness Review for these reasons:

(Print name and sign)
Readiness Review
Panel Chair

Readiness Review Panelist

Readiness Review Panelist

Attach the Readiness Review panelists’ first and second vote forms listing their individual scores and
reasons that the candidate did not earn an “Advance” to the computer-based examination.

Note: The Score Summary, including any comments, can be provided to the candidate
upon his/her written request whether your panel does or does not Advance the candidate.

18



The Examination for Accreditation in Public Relations
Readiness Review

INSTRUCTIONS TO CANDIDATES: HOW TO PREPARE FOR THE
READINESS REVIEW

OVERVIEW

Congratulations! We applaud your decision to pursue Accreditation in Public Relations.
The following will help you prepare for the Readiness Review -- the first step in the process.

The purpose of the Readiness Review is to determine whether or not each candidate for the
Examination for Accreditation in Public Relations is sufficiently prepared to be a viable
candidate for the computer-based Examination. It also helps each candidate determine an
appropriate course of preparation. Following the Readiness Review, each candidate will earn
an “Advance” or “Not Advance” assessment that will recommend the Universal
Accreditation Board either accept or decline his or her request for admission to the
computer-based Examination at this time.

The Readiness Review is not an adversarial proceeding. It is an opportunity for you to
demonstrate your knowledge, skills and abilities to three Accredited professionals and to
receive focused feedback. It provides you with an opportunity to demonstrate your
competencies in the “softer” skills required of successful public relations practitioners that
cannot effectively be tested in the computer-based Examination. It also gives you access to
knowledgeable professionals and prepared resources to use in preparing for the computer-
based Examination.

WHAT YOU MUST DO

Once the Universal Accreditation Board (UAB) has informed you that you are eligible to
begin the Accreditation in Public Relations process, a Readiness Review will be scheduled by
a local chapter or organization Accreditation chair or committee member.

At least 15 business days prior to your scheduled review, you must submit four copies of a
completed three-part questionnaire that will include discussion of a plan to your local
Readiness Review panel chair. Three Accredited professionals will review your responses in
advance of your Readiness Review to prepare questions about your submission. During
your Readiness Review, they will ask questions about each of the three sections of your
submission. Next, you will present your portfolio. (Guidelines for developing the portfolio
review component of your Readiness Review are available at
http://www.praccreditation.org/documents/rrcaninst.pdf) Finally, you will discuss your
preparation plans for the computer-based Examination and be directed to preparation
resources.

In preparing your Readiness Review portfolio, keep in mind that the panel wants to see
evidence of your knowledge, skills and abilities in public relations, not a customized multi-
media Readiness Review presentation. In the presentation of your portfolio, describe how
you planned or participated in the planning of the public relations program for your organization
ot client. Cleatly state the problem or opportunity the program was created to address, the
research, the objective(s) of the program and all of the other components of a complete
public relations plan. Include specific information to describe your role. If you have never
written or participated in the development of a formal public relations plan, develop a
program for some organization in which you are or have been involved. Please be sure that
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the plan you reference in your advance submission is included in the portfolio presentation
you make to the Readiness Review panel.

For this reason, you are limited to the use of documents or examples of work either
produced for employer or client use, or in instances where you have not otherwise produced
a job-related submission, as a representation of such employer-client work product. You
may optionally use a brief PowerPoint or equivalent graphics tool shown on a laptop or
similar simple device to guide the presentation of your portfolio. However, the Readiness
Review is intended to show your knowledge, skills and abilities as a public relations
professional, not as a graphics designer or glitzy presenter. Keep your presentation simple
and straight-forward.

You may also present a video or DVD that was produced as a part of the public relations
program you are using in your portfolio presentation. The panel will determine how much of
the presentation will be viewed. You ate responsible for bringing a suitable VCR/DVD and
monitor -- as well as a laptop PC, if you opt to use a brief PowerPoint speaker support tool.
You are responsible for arriving and setting up this equipment prior to the Readiness
Review. Note: the degree of success you encounter with these tools may add to or detract
from the panel’s assessment of your presentation. Again, keep it simple.

Note: Full-time educators may present portfolios that demonstrate their knowledge, skills
and abilities in the 16 rated competencies using evidence of academic and scholarly work, in
addition to appropriate evidence based on professional activities.

QUESTIONS?

If you have further questions about the process, read the additional materials provided to
help you at http://www.praccreditation.org/becomeAPR /index.html. Also, speak with the
people in your area who manage the Accreditation program and those who have successfully
completed the Readiness Review.

We wish you the best in your pursuit of the APR credential.
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The Examination for Accreditation in Public Relations
Readiness Review
READINESS REVIEW CANDI|I DATEOG6 S WRI WMITHON S UB

INSTRUCTIONS

This document is available in Microsoft Word, Rich Text and Adobe Acrobat formats.
Obtain the version you need to allow you to submit four printed copies of your typewritten
responses to the questions on this form no fewer than 15 business days prior to your
scheduled Readiness Review. Submit your completed document to your local or
organizational Accreditation chair.

SECTION ONE: YOUR ORGANIZATION AND YOUR ROLE

This section asks for your response to questions about your current employment in public

relations, be it corporate, non-profit, agency or academic. Answer all questions completely
and succinctly. There are no right or wrong answers for this section, but only truthful and

accurate statements.

1) Describe how your public relations firm, department or other operation is organized.
Describe the reporting structure, personnel and the key relevant roles of each
petson.

2) Given the cutrent economic climate and present social situations, what is/are the
major problem(s)/opportunity(-ies) facing your department, firm or other public
relations operation at this time? What about in the next three-to-five years? Pick
and briefly articulate the most significant solution or approach you would
recommend to address this opportunity or challenge.

3) Describe the changes, if any, you believe are needed in the structure/function of
your public relations firm, department or operation. Describe the steps you would
recommend to implement these changes

4) If you were starting a public relations department, academic department or public
relations firm today (or starting over again in your organization, institution or firm),
what would be your top-three concerns or considerations in doing so and what
would you plan for addressing them?

5) Describe what you do each day to contribute to helping your organization achieve its
objectives.

6) In what ways can you improve your productivity?

7) Provide an example of when and how you have provided training or mentoring to
others, either as a public relations professional or other organizational advisor.

8) Describe a situation where you had to deal specifically with the issue of time
management in completing a major assignment.

SECTION TWO: YOUR EXPERIENCE

1) Describe how you planned or participated in the planning of a specific public
relations program for your organization or a client. Clearly state the problem or
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opportunity the program was created to address, the research, the objective(s) of the
program and all of the other components of a complete public relations plan.
Include specific information to describe your role. If you have never written or
participated in the development of a formal public relations plan, develop a program
for an organization in which you are or have been involved. Please be sure that the
plan that you describe here is included in the portfolio presentation you make to the
Readiness Review panel.

2) Describe the research you conducted to develop the plan presented in the first
question in this section. If no research was conducted, explain why not. In specific
terms, how did the research guide the development of the plan?

3) Describe how you obtained or participated in obtaining approval for the plan
described in the first question in this section.

4) Describe in detail the process you used to evaluate the outcome of the program
described in the first question in this section. Describe the outcomes. (Do #of attach
work product samples to this submission but do include them in your portfolio
review.)

5) Describe how you would, if given unlimited resources and authority, improve the
process by which public relations programs in your organization are developed,
approved and measured.

SECTION THREE: YOUR ASSESSMENT OF YOUR READINESS FOR THE
COMPUTER-BASED EXAMINATION

1) Why have you chosen to become Accredited at this time?

2) Describe what you have done and what you plan to do to prepare for the computer-
based Examination.

3) Describe your strengths and weaknesses in terms of your experience and
examination preparation in each of the major areas of the Examination listed below.
(For an expanded list, go to
http://www.praccreditation.org/becomeAPR/KSAs Competencies.html.) Use the
expanded list to identify the specific knowledge, skills and abilities that will be
evaluated within each of these major categories. Do not respond to each sub-item

on the expanded list.)

= Research, planning, implementing & =  Management skills & issues
evaluating communication programs

* Ethics & Law * Media relations

*= Communication models & theories * History of and current issues in public

relations
* Business literacy * Using information technology
= (Crisis communication management *  Advanced communication skills
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