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Readiness Review Guide and Materials for Candidates

Welcome to the Readiness Review Process

As a candidate for Accreditation in Public Relaipyou have taken an important step in advancing gareer in
public relations. Upon successful completion of Readiness Review and computer-based Examinatbanytl
enter a select group of professionals worldwide aterecognized for their knowledge, skills anditids in the
field of public relations.

The Readiness Review is the first of two stepswibitake to achieve Accreditation. The materiadstained in
this document describe: 1) how the Readiness Repiewess works; 2) policies and procedures for gotinlg a
Readiness Review; and 3) how to ensure that yoadiRess Review Presentation is a professionalalisyfl your
public relations talents. The document is dividet five sections:

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

II. Procedures for Readiness Review . This section offers policies, procedures and howtr the Readiness
Review and its two components: 1) the completioa Beadiness Review Questionnaire in which theidatel
provides a public relations plan and other respeiselemonstrate public relations acumen; andeReémadiness
Review Presentation in which the candidate medtfs avpanel of Accredited professionals to orallggent the
guestionnaire components and to answer the pasiajiststions on public relations.

lll. Readiness Review Questionnaire. In this section, candidates will find tips on prepg responses to most
effectively demonstrate public relations expertise.

IV. Preparing for Readiness Review Presentation.  Information in this section will help the candidé&tarn
how the portfolio, public relations plan and respemrequired in the Readiness Review Questionoaime
together to become the platform for the Readinesgew Presentation.

V. Appendices . This section contains resources candidates negepare for Readiness Review, including the
Questionnaire and lists of knowledge, skills antlitéds assessed in the Examination for Accreditaiin Public
Relations.
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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.
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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 advanaaadidate rests with the Universal Accreditatioraigb

The Readiness Review is an opportunity for the ichatd to demonstrate competence in 16 specificsasEpublic
relations knowledge, skills and abilities that catnime effectively judged in the computer-based Eraton:

1. Creative conceptualization/creativity

2. Initiative

3. Interpersonal skills Tip 1

4. Management skills The complete list of
5. Client/Employer/Organizational focus knowledge, skills and
6. Multi-tasking abilities tested by the
7. Flexibility Examination for

8. Teaches others Accreditation can be
9. Time management found in Appendix C.
10. Uses multiple delivery mechanisms

11. Control analysis

12. Communication skills/Speaking

13. Communication skills/Interviewing

14. Communication skills/Writing and Editing
15. Communication skills/Listening

16. Presentation skills

Details for each of these areas can be found ireAgix A: Sixteen Areas of Competency Assessed &y th
Readiness Review.

Once the candidate earns an Advance decision fierWAB, he or she may sit for tkemputer-based
Examination Candidates who are Not Advanced may be mentoyexhé of the panelists or other Accredited
members in their area, repeat the Readiness Rermsess after a 90-day waiting period, and, whevafided,
schedule the computer-based Examination. A carelitialy retake the Readiness Review as many timeseaked
within one year of notification of eligibility fothe Examination process. More information on Adwaac Not
Advance can be found in Section Il: ProceduresferReadiness Review.
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II. Procedures for Readiness Review

As noted earlier, the Readiness Review has two coemis: Thdreadiness Review Questionnaéned the
Readiness Review Presentation. Detailed instrugtionboth appear in Section Il and IV. This sectprovides
information about how the Readiness Review proeesks.

For the Candidate

Public relations professionals interested in entethe Accreditation process will first submit grphcation to the
Universal Accreditation Board (UAB). The applicatioonfirms the potential candidate’s work in pubBtations
and that the candidate meets the required minimuatifggations to be considered for the Accreditatyocess. See
Appendix B:Application for AccreditationFrom the date of the application’s approval,dhrdidate has one
calendar year to complete the Readiness Revieveamguter-based Examination.

Once notified of application approval, the prospectandidate should contact the Accreditation rcimahis or her
local region or Chapter to determine timing for Beadiness Review and to seek other resources,@fteandidate
will participate in local study groups or join tlmline Study Coursto prepare for both Readiness Review and the
computer-based Examination.

Timing for the Readiness Review. The Readiness Review Presentation will take placigd a time
mutually agreed upon between candidate and Aceatégtitchair. In some cases, however, partner
organizations and their Chapters may hold ReadiResg&ew panels at annual meetings or conferences.
Candidates are notified about the opportunity aagt sthedule their Readiness Review Presentations
during these venues.

Location. The Accreditation chair arranges the meeting locatiypically a professional setting (e.g.,
conference room of local agency/organization), &riedistractions (phones, etc.). Other than a tabk
chairs for the panelists and candidate, no otheipetent is required for the meeting room.

Pre-Presentation. As explained later in this document, the candidatapletes and submits the
Readiness Review Questionnaire no fewer than 15 plagr to the Readiness Review Presentation.

About the Panelists
The Readiness Review process employs a volunteet paassess the candidate’s
competence in 16 areas of skills as noted in AppefdFor each candidate, the
Accreditation Chair identifies and recruits threecfedited public relations

Tip 2

The panelists for your

professionals. The panelists serve as judges duateas to determine an Advance
or Not Advance recommendation of the candidate. gdmelists also may
volunteer to serve as mentors to guide the caralidgprepare for the computer-
based Examination. Specific responsibilities ofrepanelist include:

Steps Panelists Take Before the Readiness Review Pr  esentation

E Reviews the Readiness Review Questionnaire, whichides a public
relations plan, submitted by the candidate.

B Develops list of questions or concerns based oRR&aliness Review
Questionnaire responses to review with the candidating the Readiness
Review Presentation.

Panelists’ Responsibilities During the Readiness Re  view Presentation

B Discusses each portion of the Readiness ReviewtiQuoraire with the

Readiness Review
Presentation will be
selected by your group’s
Accreditation chair.
Panelists must be
Accredited in Public
Relations, have a
demonstrated interest in
the Accreditation process,
and a reputation for
providing fair, unbiased,
objective assessments of
problems and situations.

candidate.

B Reviews and evaluates the candidate’s presentatitire public relations plan and portfolio to detére if

competencies in the 16 specific areas (see AppeXidixe demonstrated.

B Rates the candidate’s performance by assigningra s 0-3 for each of the 16 specific areas.
E Collaborates and reaches agreement with otheriptmeh the Advance/Not Advance recommendation.




aue gt

Panelist's Responsibilities After the Readiness Rev  iew Presentation (once candidate has been
notified by UAB about its decision)
E Provides advice and counsel for the candidate’sgradion for the computer-based Examination (foséh
earning “Advance” recommendation).
B  Becomes a mentor for the candidate and, dependingudidate status:
B Provides advice and counsel for the candidate rguani‘Not Advance” recommendation.
E Directs candidate to appropriate resources to addrveaknesses. (Appendix C: Resources for
Accreditation for Public Relations).

How Does Readiness Review Work?

Step 1. The Readiness Review Questionnaire Tip 3

The Readiness Review Questionnaire (Section I@)tisree-part survey that allowg  Within your responses
candidates to develop a written response for quesin these areas: 1) candidatefs to the Questionnaire,
organization and role; 2) candidate’s work expergeand sample public relations you will provide a

plan; 3) candidate’s assessment of readiness daramputer-based Examination. | ~ Somplete public
relations plan.

See Section Ill for
details.

Candidates, on average, budget eight to 10 howsrtplete the Readiness Review
Questionnaire. Since the candidate’s Questionmaérg be the panel’s only opportunity to evaluatesdidate’s
writing ability, the Questionnaire should represinet candidate’s best public relations writing.

The candidate’s completed questionnaire is subdniti¢he Accreditation chair and panelists no fetian 15
business days before the Readiness Review Prasentatep 2) is scheduled. Panelists study theidatels
responses carefully and prepare a list of questioe®ncerns to review with the candidate durirggReadiness
Review Presentation.

Step 2. The Readiness Review Presentation

Prior to the Readiness Review Presentation, thdidate prepares a portfolio of materials demorisigye public
relations plan and other public relations actigiti€he portfolio isrot submitted before the Readiness Review
Presentation; the candidate brings the portfolithenday of the presentation.

During the Readiness Review Presentation, threelisgmmeet with the candidate to:

E Listen to the candidate’s presentation of the pbafmaterials supporting the public relations ptanlined in
the questionnaire.

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

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

Voting Policies Tip 4
To determine a candidate’s Advance or Not Advaecemmendation and Candidates must receive
using a scale of “0” to “3,” each panelist compéedevoting form ranking each| a score of “1” or better in
of the 16 areas of competence: each of the 16 KSAs

0 = the candidate was unable to demonstrate anylkdge, skills or evaluated to receive an

Advance. ltis in the
candidate’s best interest
to plan in advance what

abilities in the rated areas;
1 = the candidate demonstrates a very weak levah@fviedge, skills and

abilities in the rated area; evidence will be
2 = the candidate shows acceptable knowledges skilll abilities in the presented for each of the
rated area; 16 KSAs. Evidence may

3 = the candidate demonstrates exceptional knowlesidglls and abilities in | € presie?ted dUJing the
presentation or auring
the rated area. the question and answer

portion of the Readiness

First Vote i —

The candidate who achieves a total of at leagd@@s and has no
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zero assessments in any single KSA category frognpanelist will receive an Advance recommendation.

If a candidate does not achieve a total of at [82points, or has a zero assessment in any ditife
category as determined by any one panelist, théidate will receive a tentative Not Advance
recommendation. Panelists(s) scoring the candataiéot Advance must complete a document that
describes reasons for a Not Advance recommendatidrsubmit(s) the document to the panel chair.
Discussion among the panelists will take place thasethe scores and the information provided in the
document.

Second Vote, If Needed
After the panel chair leads a discussion about#melidate’s performance, he or she distributecarsi
voting form.

Earning an “Advance” recommendation on second véteandidate who achieves a total of at
least 32 pointgnd hasno zero assessment in any single KSA category frach panelist,
receives an “Advance” recommendation.

Earning a “Not Advance” recommendation on seconteMb a candidate, in the opinion of
anyone panelist, still does not achieve a minimum of 8l pointsor has an assessment of
zero in any single knowledge, skills and abilitiategory, a “Not Advance” recommendation
is assigned to the candidate. Reasons for Not Adv&ecommendation are submitted to the
Universal Accreditation Board.

Within five business days, the panel chair retwmating sheets, a clean copy of the candidate’s ¢tetegh Readiness
Review Questionnaire and the Readiness Review Suynmh&andidate Performance to the Universal
Accreditation Board (c/o PRSA). The candidate isfieal about an Advance or Not Advance status witkwo
weeks of receipt of these materials. Notificatistyipically delivered by regular mail. Accreditatiohairs receive
notification via e—mail, unless the candidate mesithe UAB not to notify anyone.

Appeal Process

A candidate for Accreditation who has been deenmdeady to Advance to the computer-based Exaimat
after two separate Readiness Review sessions mieg an@rmal appeal in writing to UAB in the New affice.
According to policies and procedures of the UAR: Hiigibility and Appeals Work Group will investitgathe
appeal and make a recommendation to the UAB ChdilExecutive Committee. The chair of the work grougy
contact the candidate, Readiness Review panetistéea accreditation chair, as appropriate. Thalfruling will
be made as determined by the UAB Chair.

A candidate who receives a Not Advance statuR&mdiness Review and whose Participating

Organization (or Chapter) is not able to accommmdadecond Readiness Review within the one-yearfiame
may apply to UAB for an extension.

[ll. THE READINESS REVIEW QUESTIONNAIRE

How to Submit
Contact your Accreditation chair at least 30 dagfoie you would like to schedule your Readinessié¥ev
Presentation. Your Accreditation chair will givewthe submittal information for your questionnaire.

The questionnaire can be downloaded BEaiosoft Word documentAs directed by your Accreditation chair, you
will submit four printed copies of the completede3tionnaire or will send your Questionnaire via aitito an
address provided by the Accreditation chair.

When to Submit
The completed Readiness Review Questionnaire neustibmitted no fewer than 15 business days prigoto
scheduled Readiness Review Presentation.
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Completing the Questionnaire

The Readiness Review Questionnaire can be fouAgpendix D. Tips for completing each of the threet®ons
appear below. In addition to completing the Quest#re, the candidate also compiles a portfolimaferials that
were prepared in the execution of the public retetiplan described in the Questionnaire. The garti® not
submitted beforehand but is presented by the catel@uring the Readiness Review Presentation.

Section One: Your Organization and Your Role
In this section, you provide information about yourrent employment in public relations. Thereasword limit
but responses should be succinct. Responses tajaastion should reflect your work situation.

Section Two: Your Experience

This is the heart of the Readiness Review. You pvisent a public relations plan that you havergdmand
implemented using the Research, Planning, Impleatientand Evaluation (RPIE) four-step process. &s write
the four-step plan, you will begin to assemblentaerials produced in the execution of the plaresehitems will
be the core of the portfolio. Using the RPIE pradesyour Questionnaire is a good way to become evere
comfortable and familiar with this planning processt accounts for 30 percent of the computer-based
Examination.

If you contributed to, but were not solely respbiesifor, the creation of a four-step plan, deschibes members of
your public relations team developed and executegltan. Discuss what best practices were useduid tiave
been used to develop the plan into a full speco@ipublic relations programming to meet the goald abjectives
of the plan. Clearly identify your role(s) with thbé&n and roles taken by other members of the team.

For examples of well-written sketches of comprehenpgublic relations plans, visit the Silver Anwailvard
recipients’ submittals atww.prsa.org/awards/index.html

Section Three: Your Assessment of Your Readiness fo  r the Computer-Based Examination
You should be familiar with the complete set of KSthat are tested in the computer-based Examination
(Appendix E). Once you have reviewed the KSAs,thiesection to discuss your competency in thesasar

IV. PREPARING FOR READINESS REVIEW PRESENTATION

After your Readiness Review Questionnaire has kabmitted, you have 15 Tip5
days to finalize your portfolio and presentatioselhese tips to prepare The portfolio contains
wisely. materials illustrating

the public relations
plan you have

The Portfolio described in the

The portfolio you present should furnish the fullegssible evidence of your Questionnaire. It is
use of public relations research, planning, impletaiton and evaluation. not submitted with the
Presentation of a vast collection of tactical toeithout demonstration of Questionnaire; bring
situation appraisal, program planning and evalunatidl be inadequate the portfolio with you
evidence of your mastery of the complete spectriithepublic relations to the Presentation.

practice — regardless of the quality and quantitwark products shown.

Focus your portfolio materials on the public redas campaign described in your Readiness Reviewt@ueaire.
You may add materials from other public relatioampaigns if you believe it helps to demonstrater ymublic
relations strengths. Your portfolio materials shibslipport all elements of the plan from the ReaxdirReview
Questionnaire, including the following:

= An initial statement of the problem or opportunity.

= Primary and/or secondary research to validate thielem or Tip 6
opportunity and translate it into a situation ajgabthat drives one or Make sure you know
more specific program objectives. the difference

between primary and
secondary research.
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= Identification of goals, objectives, strategies anolgram elements/tactics directed to targetedesoeis
that will accomplish your stated program objectives

= Evaluation activities that were used to assesgtbgram objectives and situation appraisal to destmate
program effectiveness.

Many candidates prepare their portfolio in a thrieg-binder. Consider organizing your materialshwébs to
reflect research, planning, implementation andwatédn products. A fifth tab for materials from etlcampaigns
could complete the portfolio. Remember, the keypini your portfolio should be the demonstratioracfingle
program, from inception to completion, with an eragil on the full cycle of conceptualization, resbaprogram
development, implementation and assessment. Orl\}copy of the portfolio needs to be compiled.

Your Readiness Review Panel understands that ygunotehave been directly or solely involved withadpects of
the program you choose to present. However, youldibe prepared to describe activities conduciedther team
members that contributed to the creation of thepeta program. If you have no knowledge of certepects of
the program, you should be equally prepared toigeo& clear statement of the best practices thatdume
appropriate to create a full continuum of programgni

If you have not held a professional position inethcreation, development, implementation and asssssof one
or more campaigns were within the realm of yourgael duties, you may want to volunteer for a nofipr
organization to provide pro-bono services and thresate a source of materials for your portfolioullocal
Accreditation chair also may be able to offer suggigas for rounding out your portfolio presentation

The Presentation

Organizing Your Readiness Review Presentation

Your goal is to relate a story to the panelists ednyprofessional story — told through your seleqiadlic relations
plan and perhaps a few other portfolio items. lakease study, the best approach to organizingpr@sentation is
to start at the beginning of the process and ta&ganelists through the program.

Pay Attention to the Details

Make sure that all materials in your portfolio argyood order, that these elements adequately endately
represent the quality of your work, and that yoe @le to provide a clear indication of the role ytayed in the
creation of each item. You should be able to previte rationale and facts behind creation of eéahent or tactic
presented, and to respond to any questions thaiathelists may ask. The focus of your remarks shalways be
on the connection between the elements being preshethe objectives and the outcomes of the program

Keep the Readiness Review Presentation Manageable
In a world rich in technological capabilities, ymay be tempted to use an array of
presentation support tools and resources. Whilelfss want to see the full scope
of your work, you are cautioned to carefully chotis® scope and scale of
presentation items you incorporate. Keep in mird Ylou are solely responsible Accreditation Board
for securing _an_d operating any equipment need_eyldor presentation, and that prohibits the use of
you have a limited amount of time to set up anyigment you choose to use. The] | cp or other types of
more different presentation elements you include,rhore time is required to shift computer projectors in
from item to item — i.e., spoken word to video maRrPoint to audio to flip charts, Readiness Review
etc. — and these added transitions could jeopaydiaeability to complete the Presentations.
presentation in the allotted time (minimum of o&ihh maximum of two hours).

Tip 7

The Universal

Be aware that the Universal Accreditation Board frahibited the use of LCD or other types of coneput
projectors in Readiness Review Presentations. fsaviy presentation, failure of your presentatigpport
apparatus may result in your inability to adequatimonstrate your readiness to the panel.

Final Rehearsal for Your Readiness Review Presentat ion
The Readiness Review Presentation lasts betweearmhi&vo hours. Count on between 30 and 60 mirtates
present your portfolio; the remaining time will bsed by the panelists for questions about youtewritesponses to
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the Readiness Review Questionnaire. Be mindfuhaé tboth in planningndin delivering your portfolio to the
Readiness Review panelists.

Choose your presentation style and be prepareartg it out. Will you accept questions from the elists “on the
fly,” or do you want to deliver your entire presatidn before opening the floor? It's your call, ed®n what makes
you comfortable and what reflects the approachugmiin making presentations as a part of your psideal
approach.

Be aware that the panelists reserve the rightri the amount of time they will spend reviewingleo tapes or
other support materials within your presentatitmthe interest of time, you may want to edit videaterials to
present the most salient excerpts of the largesgmtation.

Giving the Readiness Review Presentation
Like any other presentation, you should take achgabf every opportunity to set yourself up forcass:

= Be sure to pace the preparation of your portfodjaiast a backdrop of other professional and petsona
responsibilities.

Allow yourself plenty of rest in advance of yourd@éness Review Presentation.

Dress is business casual — pick clothing in which ok and feel good.

Come with adequate time to set up and to mentaipare for the experience.

Be yourself and be as comfortable as you can.

The members of the Readiness Review Panel are aith#ofor you and for your attainment of Accreddatin
Public Relations. The individuals chosen for yoangl will lead you through the process and do dhery
possible to make the experience productive anddmidooking. As part of the session, Readiness é¥eyianelists
will offer suggestions that may further assist yopreparing for the computer-based Examination.

After the Readiness Review Presentation

Once the panel has completed its review of youliness, as evidenced by your responses to the essdReview
Questionnaire, information secured from your pdidgfand your answers to specific questions askethduihe
Readiness Review Presentation, their recommenditiddvance or Not Advance you through Readinesse®e
will be forwarded to the Universal Accreditation@d. The UAB will notify you of your status in tipeocess.
Neither panel members nor local Accreditation videns can provide information on the outcome ofryeuiew.

In the event that the Readiness Review processiiewee or more areas in which you need additimoak in one
of the 16 KSAs tested in the Readiness Review bdjeing Advanced to the computer-based Examination,
feedback from the panelists will be available ugoar request. This information will provide guid@nen steps
you can take to strengthen your portfolio as yokeradjustments in your presentation for subsequesmiw.
Candidates who would like to pursue panelists’ etk should contact their local Accreditation clwipanel
chair.

Readiness Review panelists serve botevaduatorsof your preparedness for the Examination arahtorswho can
assist you in the experience. Whether you are Ack@mo the examination process or given recommantdafor
further preparation that must be successfully cetapl before you are Advanced, your Readiness Reyéewlists
are additional professional resources who are peelp@ provide further mentoring to you as you mthwveugh the
Accreditation process. Be sure to ask you panet dna\ccreditation chair who will be assigned asiy mentor.

Questions?
For more information on Readiness Review or abaaréditation in Public Relations, please visit thaversal
Accreditation Board atvww.praccreditation.org

Or, contact the Universal Accreditation Board adstmtor:

Kathy Mulvihill; Public Relations Society of Amerg¢ 33 Maiden Lane, 11th Fl.; New York, NY 10038-815
Phone: (212) 460-1400; Fax: (212) 995-07&athy.mulvihill@prsa.orgMonday — Friday: 8:30 a.m.—5:30 p.m.
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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 emgtayr cause
as a top priority. Considers long-term client needswell 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 eéeliv
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 describingmiissues 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. Writ@stent that is factual and grammatically accuranel at a
reading level that is appropriate to the targeienak. Authors persuasive communication material fo
public relations programs. Demonstrates the alititgxamine and alter a document and correct fond,
organization, completeness, factual accuracy, styfe and grammar.

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

Presentation skills:  Uses visual aids (charts, slides, transpareneteg, effectively. Maintains eye
contact with audience. Uses appropriate languaggtues, tone of voice and volume to convey
information.
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Appendix B: Application for the Examination for Acc reditation in Public Relations

Seewww.praccreditation.orgor most recent application for the Examination Accreditation in Public Relations.
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Appendix C: Resources for the Preparation for Exami nation 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 nonmembers

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, collabiiwa and teamwork — all situations that public tielas
professionals encounter in their day-to-day work.

The Online Course is easy to use, with course masayailable to help with any technological quesi
Candidates can proceed through the course atdivaipace, and monthly optional Web conferencesvallo
candidates to ask questions and meet other coartieipants. This Online Study Course is helpfulitose who
can't participate in the study programs offereddoyl Chapters and member organizations becaudistahce or
other constraints. It also is valuable to candislatko want to take advantage of additional preparabols for the
Examination 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 evaluaticzoritains exercises, case studies and insightiotdern public
relations practices. And, it's available at no dosthose 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 leasgeneral text
from the Short Bookshelf of Texts Recommended fepBration, and one or more specialized textsptmtide in-
depth material on KSA-related subjects, such asnihe, 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 KS@ugiings covered by its content to help candidagtecsthose
most appropriate for their individual preparati&ach candidate should select the text or textssgtsd for his or
her own preparation and professional developmBpbK titles link to sources for text purchases. LIMRnk to
texts’ home pages, some with Q&A and additionappration tools.

NOTE: Based on feedback from Accreditation chairs, cea@nd successful candidates, the Short Booksbw!f 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 Candidatesfor Accreditation in Public Relations

The Associated Press Stylebook and Briefing on dealiv

Fully Revised and Updated. 2009 ed.

Goldstein, Norm, ed.

New York: Basic Books, 2009

www.apstylebook.coniNote: this is an online version of the book.)

KSAs/Competencies Covered: Business Literacy; Bthi Law; Media Relations.
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Cutlip and Center’s Effective Public Relatiod9th 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@gth 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 8tfition 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
www.praccreditation.org/Preparation%20Sources/irftex.
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Appendix D: Readiness Review Questionnaire for Cand  idates

Instructions
This document is also available in Microsoft Wordl@an be downloaded at
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 PresenteBubmit your
completed document to your local or organizatidvareditation chair.

Section One: Your Organization and Your Role

This section asks for your response to questionstafmur current employment in public relations jtbe
corporate, nonprofit, agency or academic orgamanathnswer all questions completely and succinctly.
There are no right or wrong answers for this sectimt only truthful and accurate statements.

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

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

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

4. If you were starting a public relations departmewctdemic 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 demgnd what would you plan for addressing
them?

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

6. Inwhat ways can you improve your productivity?

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

8. Describe a situation where you had to deal spedifievith 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 mdtylnspecificterms, 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 yourtjolio 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 towww.praccreditation.org/lbecomeAPR/KSAs _Competenigied.) Use the expanded
list to identify the specific knowledge, skills aatilities that will be evaluated within each of
these major categories. Do not respond to eaclitsoben 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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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 budgepédnlic relations programs/departments/agenciesisR?bdministers
and monitors expenditures to ensure cost-effestiygoort of public relations program. Maintains thayh and
accurate records of expenditures. Bills clientuieately. Keeps accounts payables and receivabtesntu

Planning ability
Develops a comprehensive public relations planngffgcts the organization’s needs including appete
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 objectivestegies and target audiences (priority publicshg a variety of
research tools (the Internet, interviews, librdogus groups). Plans and interprets research aetifrom the public
relations activity at hand (projects, crisis mamagat). Takes into account message recipients’ stateding of the
product, company, candidate and issue when comdutisearch.

Research (Basic)

Develops a premise. Develops the research plaeriDétes appropriate qualitative and quantitativéhods.
Decides on the population and sampling techniquesé 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 stakeholdersétplrensure 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@mjtiting 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 commerpie¢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 researchwad as older
established models that should guide such praaaraimunication program decisions as selecting aiodifizing
target audiences, developing messages, selectikgspeople, 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 knowledgewtdr&om
public relations and social science discipline$ #uress the processes by which messages angrétézt 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/clientsrgémeevenue and how their operations are conducted
Identifies relevant business drivers and how tineyact 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 (SWédlyses.

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 affemtganizational
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 tirohtternative views on an issue or crisis, amtbfs this
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 arefaibd previous campaign activity. Identifies bartcks in a
campaign and develops workarounds. Prioritizesstaskl selects those most appropriate.

Problem-solving skills

Distinguishes between relevant and irrelevant mfmiion 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 andngédro different groups.

Team building
Builds and maintains positive work environment. ®&gdzes and optimizes talents of others. Involvbsnrs 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 inglgd publicity, advertising, special events, faoefdce
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 limitatidrth® Internet and other technology that can beiegpo public
relations, as both a tool for clients and a weaggainst clients. Properly analyzes Internet usadge and its
meaning for the public relations campaign. Useseriiitechnology, as appropriate, to plan, managecaaluate
public relations programs. Investigates emergiafrelogies 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, investotiozla.
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ADVANCED COMMUNICATION SKILLS (1%)

Consensus-building
Uses consensus-building strategies and techniguesrsuade key stakeholders to support a deciSimures 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 ciiadeholders to find a mutually acceptable soiuto
problems.

For Readiness Review / KSAs Tested, see Appendix A.
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