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READINESS REVIEW GUIDE AND MATERIALS
FOR ACCREDITATION CHAIRPERSONS AND PANELISTS

Welcome to the Readiness Review Process

As the Accreditation chair or Readiness Review fistrifor your Chapter or organization, you haveesgt to
provide support, training and guidance to cand&lateo seek to complete the Readiness Review angutera
based Examination for Accreditation in Public Rielas. The materials contained in this document rilescl) how
the Readiness Review panel is selected and theimesadReview presentation conducted; 2) trainingicies and
procedures for conducting a Readiness Review pandl3) how to ensure the Readiness Review Pregenis
conducted in a professional, fair manner for easfdaate. The document is divided into four secion

I. Purpose of Readiness Review. The Readiness Review is the system that evalaataadidate’s knowledge,
skills and abilities in 16 specific areas of congmety that cannot be effectively judged in the corapbased
Examination.

Il. Selecting the Readiness Review Panelists. The Readiness Review panel is an important boghublic
relations experts who, when trained properly, dér @ccurate assessment of the candidate. Eacligtasiso
serves as a resource for the candidate, providenganing to help the candidate prepare for the egergbased
Examination. This section will guide the selectafrpublic relations professionals to serve as jsdysd mentors
for the candidates.

lll. The Readiness Review Process. The Readiness Review is a two-step process farahdidate: 1) the
candidate completes the Readiness Review Questierarad prepares a portfolio containing collatstgdporting
the public relations plan described in the Readif®sview Questionnaire; and 2) the candidate fyaaties in the
Readiness Review Presentation by presenting théofiorand responding to panelists’ questions ohligu
relations. This section offers a training agendepfeparing panelists to conduct fair assessmdnteaandidate.

IV. Appendices . This section contains all the forms and toolsr&diation chairs and panelists need in
organizing, conducting and evaluating candidates.aéditional resources, visit the APR chazagesof the
Universal Accreditation Board Web siteww.praccreditation.org




AR

Hauc gt

Readiness Review at-a-Glance

Typical Timeframe*
Before Readiness Review

Candidate
Notifies local Accreditation chair of intent to
enter Accreditation process.

Reads this document thoroughly and
assesses their public relations experience
and ability to respond effectively to the
Readiness Review Questionnaire before
completing the application.

Chair / Panelists**
Provides candidate with local resources
and overview on process.

Before Application Submittal

Begin collecting and preparing materials for

Readiness Review.

Month 1

Submits Application for Accreditation to
Universal Accreditation Board.

14 days following receipt of
application

Receives natification from UAB of
application approval and eligibility for the
Examination process. If not approved, UAB
provides reasons for ineligibility.

Completes Readiness Review and sits for
Examination within one year of application
approval.

Receives notification from UAB of
application approval.

Months 1, 2, 3

Prepares for Readiness Review and
computer-based Examination.

Conducts study groups, assists candidate
in preparation.

Recruits three Accredited professionals to
serve as panelists for Readiness Review
Presentation.

Month 1 (30 days prior to
Readiness Review)

Requests Readiness Review Presentation.
Prepares written responses to Readiness
Review Questionnaire, portfolio and
presentation.

Organizes panelists, identifies date, time
and location.

Month 2 (15 days prior to
Readiness Review

Submits Readiness Review Questionnaire.

Reviews candidate’s written responses to
Readiness Review Questionnaire.

Presentation)
Month 2 Finalizes portfolio and presentation.
Month 2, 3 Participates in Readiness Review Conducts Readiness Review

Presentation.

Presentation.

Immediately following
Readiness Review
Presentation

Conducts voting for Advance or Not
Advance recommendation.

Within five business days
following Readiness Review

Submits required documentation and
recommendation to UAB panel chair

Within two weeks of receipt
of panel’'s recommendation

Receives notification via regular mail of
Advance or Not Advance status from UAB.

Receives notification via e-mail of
candidate’s Advance or Not Advance
status from UAB.

Post Readiness Review

If Advanced, prepares for computer-based
Examination. Must sit for Examination
within one year of notice of approval and
eligibility.

If Not Advanced, may repeat Readiness
Review process after a 90-day waiting
period. Must sit for computer-based
Examination within one year of notice of
approval and eligibility.

Provides mentoring and preparation
support to candidate, as needed.

*Each candidate progresses through this process at his or her own pace. This timeframe reflects an average time
period but may be shortened or lengthened per candidate’s needs.
**Panelists’ roles are highlighted in italics.




aue gt

I. PURPOSE OF READINESS REVIEW

The Readiness Review marks the beginning of thegsoto earn Accreditation in Public Relationss H gateway
to the computer-based Examination.

According to the Universal Accreditation Board @s and Procedures, the intent and purpose of the
Readiness Review is:
= ‘“to determine whether or not each candidate folek@mination for Accreditation in Public
Relations is sufficiently prepared to be a vialdedidate for the computer-based
Examination”
= “to help each candidate determine an appropriatesecof study to prepare for the computer-
based Examination.”
“The intended result of the Readiness Reviewas ¢lach candidate will earn an Advance or Not
Advance assessment that will recommend the Univ&aeditation Board (UAB) either accept
or decline the candidate’s request for admissiadhe@ccomputer-based Examination at this time.”*

*The final decision on whether or not to advanamadidate rests with the Universal AccreditatioraiBb

The Readiness Review is an opportunity for the ichatd to demonstrate competence in 16 specificsarEpublic
relations that cannot be effectively judged in¢benputer-based Examination. These 16 areas of dempecan be
found in 16 Areas of Competency Assessed by theliRess Review (Appendix A) and Readiness ReviewiSgo
Forms (Appendix B-1, B-2).

Once the candidate earns an Advance decision fierdAB, he or she can sit for themputer-based Examination
Candidates who are Not Advanced can be mentoreth®yf the panelists or others, repeat the ReasliResiew
process after a 90-day waiting period, and, whewafded, schedule the computer-based Examinatieandidate
can retake the Readiness Review as many timesedgdavithin one year of notification of eligibilifgr the
Examination process. More information on Advanc&lot Advance can be found in Section Ill. The Pssce

Il. SELECTING THE READINESS REVIEW PANELISTS

The Accreditation chair is responsible for assentpé panel of three Accredited professionals irr yoea and
appointing one of the three as panel chair. ThallReas Review panel chair is responsible for ownggethe
Readiness Review process for each candidate addiyrihe Accreditation chair. Within 30 days ofifioation
that a candidate has become eligible for the Exatiain for Accreditation in Public Relations, thecheditation
and/or panel chair must notify the candidate t@deine timing for the Readiness Review Presentafibe
Presentation does not have to take place in 30 taygever, the candidate must be notified of schiegu
possibilities within 30 days.

Accredited members of a participating organizatidm agree to serve as panelists have several ra@bjities and

should be aware that their role is critical to shiecess of the Accreditation candidate. When cenisig Accredited
members in your organization to serve on a ReasliResiew panel, keep the following roles and resiimlities in

mind.

Panelist: Roles and Responsibilities

Role

B Serves as judge during the Readiness Review Pagigant

B Votes to recommend Advance/Not Advance statuscafnaidate.

B Serves as mentor to guide candidates to prepathdaromputer-based Examination.
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Responsibilities

Before the Readiness Review Presentation

B Reviews the Readiness Review Questionnaire, whiclades a public relations plan, submitted by the
candidate.

B Develops list of questions or concerns based oR#ainess Review Questionnaire responses to ravigw
the candidate during the Readiness Review Pregamtat

During the Readiness Review Presentation

B Discusses each portion of the Readiness Reviewti@Qoeraire with the candidate.

B Reviews and evaluates the candidate’s presentatithe public relations plan and portfolio to detére if
competencies in the 16 specific areas (see AppeXidaxe demonstrated.

B Rates the candidate’s performance by assigningra s 0-3 for each of the 16 specific areas.

B Collaborates and reaches agreement with otheriptmeh the Advance/Not Advance recommendation.

After the Readiness Review Presentation (once candidate has been notified by UAB about its decision)
B Provides advice and counsel for the candidate’sgyation for the computer-based Examination (foséh
earning Advance recommendation)
B Becomes a mentor for the candidate and, dependigiedidate status:
B Provides advice and counsel for the candidate mguaniNot Advance recommendation.
B Directs candidate to appropriate resources to addreaknesses. (Appendix C: Resources for the
Preparation for the Examination for AccreditatiarPublic Relations)

Who Makes a Good Readiness Review Panelist?
Three Accredited public relations professionalys@n a Readiness Review panel for each candi@ate of the
three is appointed chair of the panel. Select mesntieyour Chapter who have:

A demonstrated interest in the Accreditation preces

A reputation for providing fair, unbiased, objeetiassessments of problems and situations.
Proven skills in mentoring, teaching and coaching.

In-depth knowledge of the public relations professi

Familiarity with at least one of the study bookanfrtheshort bookshelf

Good decision-making skills as demonstrated in @hapusiness or through work experiences.
A dedication to task that allows for thoroughneisseliness and follow-up.

A willingness to help others.

Time to commit to helping others.
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lll. THE READINESS REVIEW PROCESS

The Readiness Review is a two-step process tlmatsbh volunteer panel to assess a candidate’s dengmein 16
areas of skills as noted in Appendix A. Accreddatchairs or the chair of a Readiness Review psimalild
consider conducting a one-hour training sessioh piibspective panelists to ensure that all pasedist familiar
with the process and steps they will take in cotidgehe Readiness Review presentation. The follgvages
provide a suggested agenda and information forathéshour training. If a training session is nagtical in your
area, Accreditation or panel chairs should distakaicopy of this guide to each panelist for incejemt review.

A. Introduction: Readiness Review — The Two-Step Process
Questionnaire
Presentation

B. What to Do Before the Readiness Review Presentation
Preparing for the Readiness Review Presentation:

= Read Candidate’s Instructions

C. Conducting the Readiness Review Presentation
Policies:
= -Confidentiality
= -Timing
= -Sensitivity
The Readiness Review Presentation
Special Circumstances
Voting Procedures

D. Follow-up to Readiness Review Presentation
Mentoring the Candidate

SUGGESTED AGENDA FOR ONE-HOUR TRAINING

= Become Familiar with the Readiness Review Scoring Forms

= Resources for Preparation in Accreditation in Public Relations

= [Ntroduction: Readiness Review — The Two-Step Proce  ss

Step 1. The Readiness Review Questionnaire
The Readiness Review Questionnaire (Appendix R)tlree-part survey that allows
candidates to develop a written response for quesin these areas:

1) Candidate’s Organization and Role.

2) Candidate’s Work Experience and Sample Public RelatPlan.

3) Candidate’s Assessment of Readiness for the Compatged Examination.

The candidate’s completed questionnaire is subditidhe Accreditation chair and
panelists no fewer than 15 business days beforBé¢laeliness Review presentation
(Step 2) is scheduled. Panelistast study the candidate’s responses carefully and
should prepare a list of questions or concernst@w with the candidate during the
Readiness Review presentation.

Tipl

Panelists who are
unable to perform this
careful review should
inform the Readiness
Review panel chair
immediately. The
chair will assign
another individual to
conduct the
Readiness Review
Presentation for the
candidate.
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Step 2. The Readiness Review Presentation

During the

Readiness Review Presentation, threelistgsiwill meet with the candidate to:

B Ask questions about the candidate’s response®tthtke-part Readiness Review Questionnaire.

B Listen to the candidate’s presentation of the pbafmaterials supporting the public relations ptartlined in
the questionnaire.

B Assess candidate’s preparation and readinessfur $ite computer-based Examination.

= \Vhat to Do Before the Readiness Review Presentation

Preparing for the Readiness Review Presentation

Assessing the Readiness Review Questionnaire

Tip 2

The Readiness Review
and the panelists’ review

As mentioned previously, panelists will receive tamdidate’s written of the Readiness Review
guestionnaire at least 15 business days beforsctieduled presentation. When Questionnaire should be
reviewing the candidate’s responses, panelistsrdee an overall assessment by | conducted in strict
asking the following questions. If the candidat@sponses do not provide clear confidence. See page 5

answers to these questions, the panelist shoukelafe® list of questions to ask for
clarity or explanations from the candidate during Readiness Review
presentation.

for more on
confidentiality.

Section

Section

Section

Evaluating the Candidate’s Responses to the Readine  ss Review Questionnaire

One

Does the candidate demonstrate knowledge of his/her public relations operation and the roles
of the public relations professional in relation to others in the organization?

Does the candidate clearly assess the economic climate that might affect his/ her public
relations duties?

Does the candidate respond to the questions in Section One with a sense of leadership based
on experience?

Does the candidate provide reasonable examples of real-life situations to support answers?
Are specific knowledge, skills and abilities on the scoring form demonstrated throughout this
section?

Two

Has the candidate presented a complete public relations plan that he/she has clearly had a
key role in developing and implementing?

Does the candidate provide narrative and examples for a four-part public relations plan
including research, planning, implementation and evaluation?

Was the public relations plan developed with approval and corroboration from other
departments and sectors as needed?

Are the candidate’s responses to improving the plan reasonable, well thought-out and
rational?

Are specific knowledge, skills and abilities on the scoring form demonstrated throughout this
section?

Three

Is the candidate taking appropriate steps for preparing for the computer-based Examination?
How well does the candidate assess his/her strengths and weaknesses in the knowledge,
skills and abilities needed to be successful in the computer-based Examination?

Are specific knowledge, skills and abilities on the scoring form demonstrated throughout this
section?
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Become Familiar With the Readiness Review Scoring F orms and

Focus of Evaluation Tip 3

Panelists should be familiar with the knowledgellsknd abilities that should be

demonstrated during the Readiness Review processAfSpendix A for the 16 Remember, the
specific areas of competency and Appendix B forriagd-orms. Remember that Readiness Review is
the full set of KSAs, tested by the computer-baSeamination, are more designed to help all

candidates succeed in
the computer-based
Examination. The

comprehensive and the candidate should not be gudge¢hese KSAs but rather
those found in Appendix A. The Readiness Reviedesigned to evaluate the

candidate’s acumen in these 16 KSAs but may algd pmdeficits in the full set panelists serve as both
of KSAs. These deficits should be the candidatecsi$ for study in preparing for judge and mentor to
the computer-based Examination. the candidates.

Panelists should

Read Candidate’s Instructions identify all local, online
and national resources

Panelists should read the “Readiness Review Guidéviaterials for Candidates,” that can assist a
available awww.praccreditation.orgo become familiar with the guidance e e
provided each candidate. Knowing what the candidatebeen instructed to do successful.

will help each panelist judge the candidate’s coamgle with each component of
the Readiness Review process.

Resources for Preparation for Accreditation in Publ ic Relations

The Universal Accreditation Board has identifiedeal resources to help candidates prepare forahwuter-
based Examination. Each textbook has been evalaatacpotential reference for each of the compaisiested in
the Examination and every question on the Exanunati linked to one or more of these books. Patsedisould
have some familiarity with at least one or twolw books found on the UAghort bookshelfPanelists should also
be informed of local resources such as Accreditgti@p courses and mentoring so that they can shese
resources with candidates.

Review the complete, detailed list of knowledgéllsknd abilities tested by the computer-basedniiration
(Appendix E). This list is an important resourcetfte candidate.

= CONducting the Readiness Review Panel

The Readiness Review panel is scheduled by theifessdReview panel chair in coordination with taedidate.
The chair selects a business-like environmentighiage of distraction, phones and other interaumgiand reserves
the space for a maximum of two hours per candidaeeral policies should be kept in mind at allesnaluring the
presentation.

Policies

Confidentiality

As a Readiness Review panel member, please foHesetguidelines to protect the confidentiality a¢le candidate
and to ensure the fairness of the process.

B Keep each candidate’s participation and materisésido administer the Readiness Review in stricfidence.
This includes the names of candidates and matéhi@jssubmit or present.

B Do not report or discuss results of the Readinesse®v with anyone. This includes people involveddur
organization’s Accreditation program, local, regiband national officers, or other candidates. Resue
reported only to the Universal Accreditation admsiirator at PRSA Headquarters.

E Avoid serving on a Readiness Review panel if youeharelationship that might present a conflicindérest
with the candidate. This includes a client/counsedmployer/employee, colleague or a competitive
relationship. If you have such a conflict, pleasieim your Readiness Review panel chair immedizely
remove yourself from the panel for the candidatguastion.
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Timing

The Readiness Review Presentation is conductednimianum of one hour and a maximum of two hoursidfiats
must be prompt to allow the session to begin o tiRanel chairs should ensure the presentatiamucted

within the time limit.

Sensitivity

The Readiness Review panelists agree to ask gnesifanake comments that are free of cultural, gend

organization or any other bias.

The Readiness Review Presentation
During the Readiness Review Presentation, the pdnaéd and the panelists take

several actions:

Panel Chair:

1. Assures that all cell phones, telephones, pageother potential sources of
distraction are eliminated.

2. Distributes scoring forms (First and Second Mfotens) to each panelist.

3. Introduces the candidate to the panelists atatbléshes a relaxed, professional
environment.

4. Reads verbatim the intent and purpose statetméhé candidate (Appendix F).
5. Leads discussion on the candidate’s responsesdiions 1, 2 and 3 of the
Readiness Review Questionnaire. Invites panelisésk questions for clarification
and discussion until all questions are satisfied.

6. Invites the candidate to begin presentatiomefortfolio materials that support
the public relations plan presented in the ReadiReview Questionnaire.
Remember, candidates have been told that theyatahestone of the presentation|
by asking for panelists’ questions throughout trespntation or deferring
guestions to the end of the presentation.

7. Facilitates panelists’ questions and interactioith candidate. Uses the detaiIeT

Tip 4

The candidate’s portfolio
should contain collateral
(eg, brochures, website
pages, news releases,
speeches, etc) that
supported the candidate’s
public relations plan and
may include other
samples that accurately
demonstrate a
candidate’s expertise.
During the presentation,
clarify the candidate’s
role(s) with the sample
materials to help provide
later guidance about
preparation for the
computer-based
Examination.

list of knowledge, skills, and abilitig®\ppendix E) from the computer-based
Examination to discuss with the candidate how Wwelbr she is prepared to

successfully respond to written questions in eaeh.a

8. Explains to candidate that the Advance or Notakate recommendation to the
UAB will be determined by collaboration among ttenplists. The candidate will
be informed of the result by letter from the UnsadrAccreditation Board.

9. Thanks and dismisses the candidate.

10. Conducts voting procedure among panelists.

Panelists:

1. Interact with the candidate to gather informatiosights and impressions that
will assist in completing the scoring sheet.

2. Keep the purpose and intent of the ReadineseReresentation in mind at all
times. Questions or comments that are irrelevatitedQuestionnaire, the public
relations plan or portfolio may lead to unintendeaiproductive and lengthy
discussions.

3. Listen intently as the candidate presents higih&folio, which should contain
public relations collateral that support the pubditations plan presented in the
Readiness Review Questionnaire.

4. Participate in voting procedures as instructgthb chair.

Tip 5

Remember that the public
relations plan submitted
on the Readiness Review
Questionnaire and further
explained during the
Readiness Review
Presentation may not
have been prepared
solely by the candidate.
However, the candidate
must have made a
significant contribution in
its preparation and must
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 research,
planning, implementation
and evaluation. The
candidate must also be
able to clearly indicate
what his/her role was in
the plan’s preparation and
execution.




aue gt

Special Circumstances

Candidates With Limited Resources in the Workplace

Some candidates may not hold management-leveli@asitmay have limited budgetary resources or raely |
supervisory support to implement public relationsgpamming. These candidates should be encouragedpond
as if they were working under the best possibleutirstances, but should do so within the contest@plan
submitted on the Readiness Review Questionnair¢htenchaterials in the portfolio. For example, tisépuld be
encouraged to discuss a different approach theydawave taken if the plan had been fully financed ander their
full control.

Candidates Who Are Full-time Educators

Candidates who are full-time educators should Bedto prepare portfolios that demonstrate theinidedge,
skills and abilities in the 16 rated areas usiregdamic and scholarly writings, in addition to politi materials
supporting the public relations plan outlined ie fReadiness Review Questionnaire.

Candidates Who Are Senior Professionals

The senior professional who sits for the Readifesgew will have more in-depth experience thantjipécal
candidate. Panelists are encouraged to revieweheiRess Review Questionnaire and the presentattbran
understanding that the senior professional may detrate public relations expertise beyond that isaequired
in the Questionnaire and that some of the quesfmunrsd on the Questionnaire will be less applicdbléhe senior
professional.

For both full-time educators and senior profesdmrtae Accreditation chair may consider selecthogredited
members of the candidate’s peers whose demographitexperience are more aligned with the candiddtese
Accredited members would add value to the evalnaitd mentoring of the candidate.

Voting Procedures

First Vote
Without discussion, each Readiness Review parmlispletes a First Vote form (Appendix B) and giites the
chair to determine if discussion or further votingequired. In assessing the candidate in each pamelists use a
scale of “0” to “3” defined as:

0 = The candidate was unable to demonstrate anylkdge, skills or abilities in the rated areas.

1 = The candidate demonstrates a very weak leviai@ivledge, skills and abilities in the rated area.

2 = The candidate shows acceptable knowledges skilll abilities in the rated area.

3 = The candidate demonstrates exceptional knowlesidlls and abilities in the rated area.

Earning an Advance recommendation on first vote. Candidates who achieve a total of at least
32 pointsand haveno zero assessment in any single KSA category froyrpanelist, receive

an Advance recommendation. At this time, the pahalr completes the Readiness Review
Summary (Appendix G).

Earning a Not Advance recommendation on first vote. If a candidate, in the opinion of any
one panelist, does not achieve a total of at leagid@@tsor has any assessment of zero in any
single knowledge, skills and abilities categorg tandidate is tentatively set for a Not
Advance recommendation. Panelist(s) scoring thdidate as Not Advance, must complete
Appendix H, Reasons for Not Advance Recommendatimhsubmit to the panel chair.
Discussion among the panelists will take place thasethe scores and the information
provided on Appendix H.
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Second Vote
After the panel chair leads a discussion about#melidate’s performance, he or she distributeSt#twond Vote
form (Appendix B-2).

Earning an Advance recommendation on second vote. Candidates who achieve a total of at
least 32 pointand haveno zero assessment in any single KSA category frach panelist,
receive an Advance recommendation. At this time ganel chair completes the Readiness
Review Summary (Appendix G).

Earning a Not Advance recommendation on second vote. If a candidate, in the opinion of any
one panelist, still does not achieve a minimum of &2ltpointsor has an assessment of zero
in any single knowledge, skills and abilities catgg assign a Not Advance recommendation
to the candidate. The panel chair completes theliRess Review Summary (Appendix G) and
the Reasons for Not Advance Recommendation (Appenfi

Finalizing the Voting Procedure — for the Panel Chair

When the final votes have been determined, theligaobair takes these steps:

1) Collects all materials, including notes takeniniyithe session by any panelists. Dismisses theljsts.

2) As soon as possibldestroys all notes and Readiness Review materials collesxtespt :
The candidate’s scoring sheets (Three forms fodidaes earning Advance recommendation on firs;\&ik
forms for candidates requiring second vote.
A clean copy of the candidate’s Readiness Reviees@annaire.
One Readiness Review Summary per candidate atfik icase of the Not Advanced candidate, a completed
Reasons for Not Advance Recommendation form.

3) Within five business days, return the candidate’s scoring sheets, clean obflye completed Readiness Review
Questionnaire and Readiness Review Summary to:

Universal Accreditation Board
Public Relations Society of America
33 Maiden Lane, 11" Floor

New York NY 10038-5150

(212) 460-1400

e FOllOW-Up t0 Readiness Review Presentation
Mentoring the Candidate

The Readiness Review Panel chair will assign ortheopanelists to serve as a mentor to the caredithhether the
candidate has received an Advance or Not Advarmamenendation, the assigned panelist can provideariag in
several roles traditionally seen in a mentor/mengagionship:

Teacher: As a teacher, the Accreditation mentor will tettod candidate the skills and knowledge required to
perform well in the computer-based Examinatiorthis role, the mentor may share experiences aasosed
professional, discuss public relations theorygearch the candidate how to develop the nuts and bbl public
relations plan. The mentor may choose to directéimglidate to any of the textbooks on the shorkbloelf and
review relevant chapters with the candidate.

10
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Counselor: As an Accreditation mentor, the role of counseéguires the mentor to establish a trusting
relationship, built on confidentiality and respémtthe candidate. A mentor must maintain configgity by not
disclosing personal information, work experienced progress toward Accreditation that the candidhtees. The
counselor role also encourages the candidate tlaj@problem-solving skills. A candidate must béedb think
through problems that will be presented in the catmpbased Examination. The mentor can developithielem-
solving skills of a candidate by advising the cdati to first attempt to solve the problem befaeking assistance.

Motivator: A mentor may at times need to motivate the candiddbtivation is an inner drive that compels a
person to succeed. Most candidates will be highdyivated to complete the Accreditation process. e,
during the course of preparation or if a candidateives a Not Advance recommendation, the caralitialy
become discouraged. Through encouragement and uppemtors can motivate candidates to succeed.

One of the most effective ways to encourage a daeliis to provide frequent, positive feedbackmtyri
Examination preparation courses or while the caatdidtrives to complete the steps of AccreditatRusitive
feedback boosts morale, removes doubt and builtlesieem that result in a sense of accomplishment.

Role Model: As a role model, the Accreditation mentor is &livexample of the values, ethics and professional
practices of public relations. Teaching by exanpégy be a mentor's most effective developmental tdehtors
who can involve the candidate in one of their onggiublic relations programs can demonstrate matiyeo
knowledge, skills and abilities that will be assssen the computer-based Examination.

For more information on conducting the ReadinesgéRepanel or about Accreditation in Public Relaspplease
visit the Universal Accreditation Board &ttp://www.praccreditation.org

Or contact the Universal Accreditation Board adstiitor:

Kathy Mulvihill

Public Relations Society of America
33 Maiden Lane, 11th Floor

New York, NY 10038-5150

Phone: (212) 460-1400

Fax: (212) 995-0757
kathy.mulvihill@prsa.org

Monday — Friday
8:30 a.m. — 5:30 p.m.

11
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Appendix A. Sixteen Areas of Competency Assessed by the Readiness Review

The Readiness Review panel will be responsibleVatuating candidates’ readiness in 16 specifiasio#
competence that cannot effectively be judged ircthheputer-based Examination environment:

1.

10.

11.

12.

13.

14.

15.

16.

Creative conceptualization/creativity: Uses imagination to develop new insights intoesponses to
a public relations issue. Develops innovative $ohs to the issue or problems posed. Devises new
methods/processes or adapts existing ones whestathéard methods and processes are not applicable.

Initiative : Displays courage in suggesting new ideas andyusgithem to clients/employers.

Interpersonal skills: Relates empathetically to other individuals inesrtb understand their concerns or
needs. Influences another’s decision or behavi@mplRys confidence when interacting with others.

Management skills: Develops expertise in planning, organizing, bushggtcommunicating,
coordinating, scheduling, monitoring and evaluating

Client/employer/organizational focus: Holds service to, and interest in, his or her eaygt or cause
as a top priority. Considers long-term client neasisvell as short-term demands. Makes and delorers
commitments to clients.

Multi-tasking: Effectively and efficiently manages numerous petjeand responsibilities simultaneously.
Applies prioritization and tracks progress towaodnpletion of tasks.

Flexibility: Responds to the changing business, social andrallandscape.

Teaches others : Identifies learning needs of staff. Coaches atloer how to perform tasks. Serves as a
mentor. Leads by example.

Time management: Prioritizes and sequences tasks to meet goaldeaudlines.

Uses multiple delivery mechanisms:  Uses advertising, direct mail, Web and other @eliv
mechanisms and promotional tools effectively.

Control analysis: For selected media, determines who the ownergteie,aims, their political
allegiances, their influence on the content antbedi policies, and their legal constraints.

Communication skills/speaking : Demonstrates logical thinking when describingmiiissues and
framing approaches to solving public relations peots.

Communication skills/interviewing  : Asks relevant, insightful and probing questiorslgvinteracting
with employers/clients and target audiences (gsigrublics).

Communication skills/writing and editing : Communicates relevant information (including teichl
material) in a concise, organized fashion. Writestent that is factual and grammatically accuranel, at a
reading level that is appropriate to the targeienak. Writes persuasive communication material for
public relations programs. Demonstrates the alititgxamine and alter a document and correct fonda,
organization, completeness, factual accuracy, styfee and grammar.

Communication skills/listening: Receives, interprets, verifies, and responds tbaleand non-verbal
messages and other cues in the context of clemtynate and audience concerns.

Presentation skills:  Uses visual aids (charts, slides, transpareneteg, effectively. Maintains eye
contact with audience. Uses appropriate languaggtures, tone of voice and volume to convey
information.

13
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Appendix B-1. The Examination for Accreditation in Public Relatio ns
Readiness Review Scoring Form: First Vote

Candidate

Name of PRSA Chapter
or
Participating Organization
Readiness Review
Panelist
Readiness Review
Panelist’s Signature
Date of Readiness
Review Presentation
Instructions
Without discussion with your colleagues on the Readiness Review panel, assess the camgmatave just
examined on each of the 16 criteria below on aesoff0” to “3.” Refer to Appendix A: 16 Areas ofothpetency
Assessed by the Readiness Review for more de@eldnation of each skill area. In assessing thdidate in
each area, panelists use a scale of “0” to “3"raefias:
0 = the candidate was unable to demonstrate anylkdge, skills or abilities in the rated areas;

1 = the candidate demonstrates a very weak levah@iviedge skills and abilities in the rated area,;
2 = the candidate shows acceptable knowledges skilil abilities in the rated area;
3 = the candidate demonstrates exceptional knowlezldlls and abilities in the rated area.

If the candidate has earned a “Not Advance” assess(fewer than 32 points totad an assessment of 0 in any
knowledge, skills and abilities category), assigiat Advance” assessment and briefly list the ogsswhy you
have done so on the form found in Appendix H (fcaraple, a short set of bulleted items).

Give this completed form to your Readiness Reviawgb chair.

Skill Demonstrated in Score
(0-3)
1. Creative conceptualization/creativity Materials; RR Presentation
2. Initiative RR Questions
3. Interpersonal skills RR Presentation
4. Management skills Materials
5. Client/Employer/Organizational focus RR Presentation
6. Multi-tasking RR Questions; RR
Presentation
7. Flexibility RR Questions; RR
Presentation
8. Teaches others RR Questions
9. Time management RR Questions
10. Uses multiple delivery mechanisms Materials
11. Control analysis Materials
12. Communication skills/Speaking RR Presentation
13. Communication skills/Interviewing RR Presentation
14. Communication skills/Writing and Editing Materials; RR Presentation
15. Communication skills/Listening RR Presentation
16. Presentation skills RR Presentation
TOTAL SCORE
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Appendix B-2. The Examination for Accreditation in Public Relatio ns
Readiness Review Scoring Form: Second Vote

Candidate
Name of PRSA Chapter

or

Participating Organization
Readiness Review
Panelist

Readiness Review
Panelist’s Signature

Date of Readiness
Review Presentation

Instructions

Following discussion with your colleagues on the Readiness Review panel, score the candidathave
just examined on each of the 16 criteria below anade of “0” to “3. Refer to Appendix A: 16 Areas of
Competency Assessed by the Readiness Review far dedailed explanation of each skill area. In assgghe
candidate in each area, panelists use a scal€ tf “8” defined as:

0 = the candidate was unable to demonstrate anylkdge, skills or abilities in the rated areas;

1 = the candidate demonstrates a very weak levah@iviedge skills and abilities in the rated area,;
2 = the candidate shows acceptable knowledges skilil abilities in the rated area;
3 = the candidate demonstrates exceptional knowlezldlls and abilities in the rated area.

If the candidate has earned a “Not Advance” assess(fewer than 32 points totad an assessment of 0 in any
knowledge, skills and abilities category), assigiat Advance” assessment and briefly list the ogsswhy you
have done so on the form found in Appendix H (fcaraple, a short set of bulleted items).

Give this completed form to your Readiness Reviawgb chair.

Skill Demonstrated in Score
(0-3)
1. Creative conceptualization/creativity Materials; RR Presentation
2. Initiative RR Questions
3. Interpersonal skills RR Presentation
4. Management skills Materials
5. Client/Employer/Organizational focus RR Presentation
6. Multi-tasking RR Questions; RR
Presentation
7. Flexibility RR Questions; RR
Presentation
8. Teaches others RR Questions
9. Time management RR Questions
10. Uses multiple delivery mechanisms Materials
11. Control analysis Materials
12. Communication skills/Speaking RR Presentation
13. Communication skills/Interviewing RR Presentation
14. Communication skills/Writing and Editing Materials; RR Presentation
15. Communication skills/Listening RR Presentation
16. Presentation skills RR Presentation

TOTAL SCORE
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Appendix C: Resources for the Preparation for the E ~ xamination for Accreditation
in Public Relations

The Accreditation in Public Relations Online Study Course
One-year subscription:

$195 for members of UAB Participating Organizations
$295 for non-members

This interactive online multimedia course helpsdidates prepare for the Examination for Accreditain Public
Relations (APR). Course content, geared towardmtiosvledge, skills and abilities measured during the
Examination, is presented through a variety ofraxtdve methods, including multimedia module introtions,
asynchronous activities, case study analysis, pimjdirected discussions, self-correcting quizzes simulations.
It provides opportunities for self-study, collabtiwa and teamwork, all situations that public rielas professionals
encounter in their day-to-day work.

The course is easy to use, with course manageilalatesto help with any technical questions. Caatig can
proceed through the course at their own pace, andhty optional Web conferences allow candidatessto
questions and meet other course participants. @hige Study Course is helpful to those who caartipipate in
the study programs offered by local Chapters anchibee organizations because of distance or othesti@ints. It
also is valuable to candidates who want to takeuathge of additional preparation tools for the Eixeation for
Accreditation in Public Relations.

APR Study Guide

The First Edition APR Study Guide is a key toopieparation for Accreditation in Public Relatiom&laa
tremendous resource for all APR candidates. Pextlby the Universal Accreditation Board, the Guglthe
product of many hours of research and evaluatitircontains exercises, case studies and insightnmodern public
relations practices. And, it's available at notdoghose pursuing Accreditation.

The Short Bookshelf of Texts Recommended to Candidatesfor Accreditation in Public Relations

The Universal Accreditation Board recommends thatiidates review selected contents of at leasgjeneral text
from the Short Bookshelf of Texts Recommended fepBration, and one or more specialized textsptmtide in-
depth material on KSA-related subjects such asnitan research or law.

Thebasisfor every question on the computer-based Examination can betraced to one or several of these
texts.

Each text is listed with the Competencies or KSAugings covered by its content to help candidagtecsthose
most appropriate for their individual preparati&ach candidate should select the text or textssetgd for his or
her own preparation and professional developmemkBitles link to sources for text purchases. URhk to texts’
home pages, some with Q&A and additional prepanatols.

NOTE: Based on feedback from Accreditation chairs, cea@nd successful candidates, the Short Bookshwlf n
reflects those texts cited as the most widely yseg@aration resources.

You do NOT need to buy or study every text on the Short Bookshelf.
Short Bookshelf of Texts Recommended to Candidates for Accreditation in Public Relations

The Associated Press Stylebook and Briefing on Elé&diwv

Fully Revised and Updated. 2009 ed.

Goldstein, Norm, ed.

New York: Basic Books, 2009

http://www.apstylebook.corfNote: this is an online version of the book.)
KSAs/Competencies Covered: Business Literacy; Bthi Law; Media Relations.
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Cutip and Center’s Effective Public Relatiodfth ed.

Glen M. Broom
Upper Saddle River: Prentice-Hall, 2008.

KSAs/Competencies Covered: All

Primer of Public Relations Research.
Stacks, Don W.
New York: Guilford Press, 2002.

http://tinyurl.com/282408
(Note: this offers a brief overview of the book.)

KSAs/Competencies Covered: Researching, Planningleimenting and Evaluating Campaigns; Management
Skills and Issues.

Public Relations: Strategies and Tacti@th ed.
Wilcox, Dennis L., and Glen T. Cameron.
Boston: Allyn & Bacon, 2008.

http://wps.ablongman.com/ab_wilcox_pubrelat(Mote: this is an online study guide for the 8tition text.)
KSAs/Competencies Covered: All
Strategic Planning for Public Relatiorssd ed.

Smith, Ronald D.
Mahwah: Lawrence Erlbaum, 2009.

http://tinyurl.com/36j2rn
(Note: this offers a brief overview of the book.)

KSAs/Competencies Covered: Communication ModelsTdrebries; Researching, Planning, Implementing and
Evaluating Campaigns; Management Skills and Issues.

For the Longer Bookshelf of Texts Recommended to Candidates for Accreditation in Public Relations, visit
http://www.praccreditation.org/Preparation%20Sostficelex.html
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Appendix D: Readiness Review Questionnaire for Cand  idates

Instructions
This document is also available in Microsoft Wordl@an be downloaded from
http://www.praccreditation.org/becomeAPR/index.html

You will submit four printed copies of your typetten responses to the Readiness Review Questiennair

no fewer tharl5 business days prior to your scheduled Readiness Review Presentegubmit your
completed document to your local or organizatigkadreditation chair.

Section One: Your Organization and Your Role

This section asks for your response to questionstafmur current employment in public relations jtbe
corporate, non-profit, agency or academic. Answeguestions completely and succinctly. There are n
right or wrong answers for this section, but omiythiful and accurate statements.

1.

Describe how your public relations firm, departmenother operation is organized.
Describe the reporting structure, personnel andélyeelevant roles of each person.

Given the current economic climate and presengssttuations, what is/are the major
problem(s)/opportunity(-ies) facing your departméinm or other public relations operation
at this time? What about in the next three-to-fiears? Pick and briefly articulate the most
significant solution or approach you would recomohemaddress this opportunity or
challenge.

Describe the changes, if any, you believe are reigdiihe structure/function of your public
relations firm, department or operation. Descrhee dteps you would recommend to
implement these changes

If you were starting a public relations departmectdemic department or public relations
firm today (or starting over again in your orgatiaa, institution or firm), what would be

your top-three concerns or considerations in desimgnd what would you plan for addressing
them?

Describe what you do each day to contribute toihglpour organization achieve its
objectives.

In what ways can you improve your productivity?

Provide an example of when and how you have proMdening or mentoring to others,
either as a public relations professional or otrganizational advisor.

Describe a situation where you had to deal spadlifievith the issue of time management in
completing a major assignment.
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Section Two: Your Experience

1. Describe how you planned or participated in thepiag of a specific public relations
program for your organization or a client. Cleastgte the problem or opportunity the
program was created to address, the researchbjbetive(s) of the program and all of the
other components of a complete public relationa.gleclude specific information to
describe your role. If you have never written ottipgpated in the development of a formal
public relations plan, develop a program for araaigation in which you are or have been
involved. Work samples from the plan you describthis section must be included in the
portfolio you will present during the Readiness ieevPresentation.

2. Describe the research you conducted to developlémepresented in the first question in this
section. If no research was conducted, explain mgtylnspecific terms, how did the
research guide the development of the plan?

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

4. Describe in detail the process you used to evalhateutcome of the program described in
the first question in this section. Describe thecomes. (Daot attach work product samples
to this submission, but do include them in yourtiolio review.)

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

Section Three: Your Assessment of Your Readiness fo  r the Computer-based
Examination

1. Why have you chosen to become Accredited at time?i

2. Describe what you have done and what you plan tio goepare for the computer-based
Examination.

3. Describe your strengths and weaknesses in terysunfexperience and examination
preparation in each of the major areas of the Exatiain listed below. (For an expanded list,
go tohttp://www.praccr editation.or g/becomeAPR/K SAs Competencies.html.) Use the
expanded list to identify the specific knowleddells and abilities that will be evaluated
within each of these major categories. Do not radfo each sub-item on the expanded list.)

= Research, planning, implementing = Management skills and issues
and evaluating communication

programs

= Ethics and Law » Media relations

= Communication models and = History of and current issues in public
theories relations

= Business literacy = Using information technology

= Crisis communication management = Advanced communication skills
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Appendix E. Detailed Knowledge, Skills and Abilitie s (KSAs) Tested in the
Computer-based Examination

RESEARCHING, PLANNING, IMPLEMENTING AND EVALUATING PROGRAMS (30%)

Analytical skills
Distinguishes between objectives and goals. Reeegrthe difference between strategies and taQigigctively
interprets data. Thinks logically.

Audience identification and communication

Identifies appropriate audiences (publics) andcthrcerns of each, including employees, investonsplgers,
community, industry analysts and government andgmrernment. Prioritizes and properly sequences
communications to the different audiences (publi€gjlors messages to various audiences (publics).

Evaluation of programs

Determines if goals and objectives of public relas program were met. Determines if, and the extewhich, the
results or outcomes of public relations programgehzeen accomplished. Develops, states and tesislia
relations program’s informational, motivational amehavioral objectives using qualitative and quatitie
methodologies.

Financial management

Prepares, justifies and/or controls the budgepédlic relations programs/departments/agenciesisPEdministers
and monitors expenditures to ensure cost-effestiygoort of public relations program. Maintains thayh and
accurate records of expenditures. Bills clientuieaiely. Keeps accounts payables and receivabtesntu

Planning ability
Develops a comprehensive public relations planngffgcts the organization’s needs, including appede
sequencing of plan elements.

Research (Applied)

Gathers information about the client, company gaaization for which the practitioner is workingatBers
information on issues to help develop objectivestsgies and target audiences (priority publicsig a variety of
research tools (the Internet, interviews, librdogus groups). Plans and interprets research aeifrom the public
relations activity at hand (projects, crisis mamaget). Takes into account message recipients' stadeling of the
product, company, candidate and issue when comdutisearch.

Research (Basic)

Develops a premise. Develops the research plaeriétes appropriate qualitative and quantitativéhods.
Decides on the population and sampling techniguesé with that population. Designs instrument&gtjonnaire,
interview, etc.). Uses the acceptable techniquesitect data. Codes and analyzes results andmisefedings.

Stakeholder management

Identifies institutions, groups or individuals whave an interest in or are affected by some patheoprogram.
Assesses interest of influential institutions, grm@and individuals. Mobilizes key stakeholdersetprensure the
success of a program.

Strategic thinking
Synthesizes relevant information to determine vihaeeded to position the client/organization/issppropriately
in its market/environment, especially with regasathanging business, political or cultural climates

Methodology
Develops public relations programs using researethatlology or approaches that address the following
components: Research, Goals, Planning, Executi@mjtbting and Evaluation.
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ETHICS AND LAW (15%)

Ethical behavior
Conducts professional activities in a principlednmer and adheres to commonly accepted standards for
professional behavior.

Integrity
Recognizes and deals professionally with ethicdllagal issues.

Knowledge of legal issues

Upholds applicable international, national, statd kbcal laws regarding libel, corporate governawitsclosure,
copyright, trademarks, fair use, First Amendmesués, slander, privacy, regulations on commerpieg¢sh,
corporate political expression, Foreign Agents Biegtion Act, lobbying and grassroots lobbying. $Jisevs
regarding media access, due process, Freedomasfrafion Act (FOIA) or Sarbanes-Oxley, Regulatiosdbsure
or Sunshine Act to meet the needs of clients.

COMMUNICATION MODELS AND THEORIES (15%)

Communication models

Is familiar with, understands the implications aflacan apply to practice the theoretical and retebased
foundation of public relations practice. Demongsaftamiliarity with current theory and researciwadl as older
established models that should guide such praaaraimunication program decisions as selecting aiodifizing
target audiences, developing messages, selectikggpeople, establishing credibility, the foundadiof trust, how
issues are formed and developed, how opinion caiéeged, the effectiveness of public informatioogpams and
so forth. Is familiar with fundamental social saerresearch that affects communication practich agdhe
Hawthorne Effect, co-orientation, cognitive dissocg, diffusion theory and others.

Understands barriers to communication

Is familiar with, understands the implications aflacan apply to practice the body of knowledgewtdrérom
public relations and social science disciplines #ualress the processes by which messages angrétest by
different audiences and how audiences are or drmoeed to take action based upon those messagdsréiands
how factors such as semantics, cultural normsptimiontext, interference, competing messages #nsisomay
have an impact on the effectiveness of communioaiivities.

BUSINESS LITERACY (10%)

Business literacy
Understands and explains how employers/clientsrgemeevenue and how their operations are conducted
Identifies relevant business drivers and how tinggact the business.

Environmental scanning
Continuously analyzes the business environmentichtdes the client stakeholders and employer.

Industry knowledge
Understands and explains the nature of the emplmyelient industry or industries. Discusses curissues,
opportunities and threats to those industry or $hides.

Knowledge of current organizational issues
Takes into consideration the client’s or employedsrent internal and external business drivergfoPas
strengths/weaknesses/opportunities/threats (SWodlyses.

Knowledge of business technology and trends
Understands technology trends and how they applyadusiness of the client field.
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Understands all levels of management

Recognizes chain of command including senior lestdpr middle management, direct line supervisdhéoline
worker and the distinctions. Analyzes stakeholdmds for purpose of crafting tailored programs. Waitiow
organizations are horizontally and vertically stuned (e.g., pyramid, flat), and how that affeatgamizational
behavior. Comprehends how organizational strucffiexts organizational culture and programs.

Uses organization’s resources
Identifies other divisions within an organizatidrat need to be involved in any communication progfe.g., legal
in the case of product liability).

MANAGEMENT SKILLS AND ISSUES (10%)

Diversity

Identifies and respects a wide range of differeraeeeng target audiences (publics). Crafts mesgsageswvill help
achieve objectives within diverse audiences (pshliResearches the cultural preferences of tatgk¢aces
(publics) as necessary.

Decision-making abilities
Makes sound, well-informed and objective decisions timely manner. Assesses the impact and intmica of
these decisions.

Leadership skills
Influences others to achieve desired goals. Mativathers. Builds coalitions. Inspires and motisate
Communicates vision.

Looking beyond prejudices/mind-set
Considers and accommodates alternative views #irobtternative views on an issue or crisis antbfacthis
information into a communication strategy and imessage construction.

Organizational skills

Manages the efficient sequencing and executionaskwintegrates multiple dimensions of a publiatieins
campaign. Integrates internal and external compsremnthat there is a synergy between the messagagers a
campaign to ensure timely rollout of different tastr maximum effectiveness. Adjusts the planndidub of
events as necessary to account for success arefafyrevious campaign activity. Identifies batéeks in a
campaign and develops workarounds. Prioritizesstaskl selects those most appropriate.

Problem-solving skills

Distinguishes between relevant and irrelevant imfaiion to make logical judgments. Identifies tharses of
problems, evaluates opportunities for resolutioth davises appropriate course of action based oatgihal
context and factual information. Uses sound reampto arrive at conclusions. Finds alternative sohs to
complex problems.

Sensitivity to cultural concerns
Conducts research to determine cultural concera$feéted audiences (publics). Understands hoveteldp
strategies and messages that are relevant andngédno different groups.

Team building
Builds and maintains positive work environment. ®&gdzes and optimizes talents of others. Involvlsnrs in
planning and decision-making. Celebrates successlfidual contributors and the team as a whole.

CRISIS COMMUNICATION MANAGEMENT (10%)

Understands different phases of a crisis
Understands the roles and responsibilities of pulgliations at the pre-crisis, crisis and posti€hases.
Communicates the implications of each of these ghasd understands the messaging needs of each.
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Risk management capabilities
Identifies potential risks. Analyzes probabilitydamotential impact of risk. Develops and deploygrapriate
responses and controls for risk events.

MEDIA RELATIONS (5%)

Media relations
Understands the relationships between public mrlatprofessionals, journalists and media orgamizatiBuilds
effective relations with mass and specialized médised on mutual respect and trust.

News sensibility
Relates current events and trends to employensislend markets. Analyzes current events and triemds
opportunities and threats.

Understands media

Considers strengths and weaknesses of various rfediaradio, print, Web sites, blogs, televisiddgntifies and
uses appropriate media for communicating with exteaudiences (all publics). Identifies influencefdlifferent
media. Selects appropriate media outlets for detigemessage. Distinguishes lead times for differsedia.
Identifies major changes resulting from the widesgruse of new communications technology. Undedistére
roles of current and emerging technologies.

Understands distribution systems

Understands information distribution systems inglgcbublicity, advertising, special events, facddoe
communication, third-party communication, promotard other distribution techniques between senalér a
receiver.

USING INFORMATION TECHNOLOGY EFFICIENTLY (2%)

Information management
Identifies the types of information needed to bkected, evaluated and retained. Knows how to olttzé
information and store it, using information techom}, so that it can be retrieved easily for futuse.

Knowledge of distribution channels

Selects appropriate traditional and non-traditianatiia, themes and strategies to disseminate need3agloys
public relations tools (media kits, news releassesdia alerts, backgrounders, biographies, meditacblists, news
conferences/briefings/tours) appropriately.

Technology literacy

Understands the power as well as the limitatiorthefinternet and other technology that can beiegpd public
relations as both a tool for clients and a weamgmirest clients. Properly analyzes Internet usage aiad its
meaning for the public relations campaign. Useseriiitechnology, as appropriate, to plan, managecaaluate
public relations programs. Investigates emergiagrelogies as possible public relations tools.

HISTORY OF AND CURRENT ISSUES IN PUBLIC RELATIONS ( 2%)

Knowledge of the field of public relations

Identifies key figures in the history of public aébns (George Creel, Edward Bernays, Arthur W.eRatr.) and
their contributions to the field. Identifies andsddbes major trends in the development of pulgliations as it is
practiced today. Identifies key forces that infloed the field of public relations and describedrtimpact. Is
familiar with the origins of earlier and outmodedrsotypes of the public relations profession.

Defines and differentiates among related concaptsjding publicity, advertising, marketing, presgentry, public
affairs, issues management, lobbying and investations.
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ADVANCED COMMUNICATION SKILLS (1%)

Consensus-building
Uses consensus-building strategies and techniguesrsuade key stakeholders to support a decBisures that
key stakeholders have an opportunity to expressap@ions.

Consulting skills

Identifies a problem or opportunity, analyzes dsiges and its implications and impacts on affepteties and
other stakeholders. Manages conflict, generatesnaltives, makes sound recommendations and assists
implementing them.

Negotiating skills
Conducts discussions with affected parties andr aiiadeholders to find a mutually acceptable soiuto
problems.

For Readiness Review / KSAs Tested, see Appendix A.
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Appendix F. Intent and Purpose of the Readiness Rev  iew

(To be read verbatim by panel chair at the begmoineach candidate’s review.)

According to the Universal Accreditation Board @s and Procedures, the intent and purpose of the
Readiness Review is:
= “to determine whether or not each candidate forBk@mination for Accreditation in Public
Relations is sufficiently prepared to be a vialdedidate for the computer-based
Examination”
= “to help each candidate determine an appropriatesecof study to prepare for the computer-
based Examination.”
“The intended result of the Readiness Reviewas ¢lach candidate will earn an Advance or Not
Advance assessment that will recommend the Univ&aeditation Board (UAB) either accept
or decline the candidate’s request for admissiadheéccomputer-based Examination at this time.”*

*The final decision on whether or not to advanaaadidate rests with the Universal Accreditatioraigb
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Appendix G. Form: Readiness Review Summary  of Candidate’s Performance

Candidate

Name of PRSA Chapter
or Participating
Organization

Date of Readiness
Review Presentation

In our unanimous opinion:
O Wwe recommend that the Universal Accreditation Bogdslance this candidate to the computer-based
Examination for Accreditation in Public Relations.

O We recommend that the Universal Accreditation Bddot Advance withthis candidate to the

computer-based Examination for Accreditation in [RuRelations 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 arubise vote forms listing their individual scores and
reasons that the candidate did not earn an Advanite computer-based Examination.

Note: The Score Summary, including any comments, can be provided to the candidate upon
hig’her written request whether your panel does or does not Advance the candidate.
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Appendix H. Reasons for a Not Advance Recommendatio n

If the candidate earned a Not Advance assessment, b
panelist reached this conclusion:

riefly state the reasons this
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