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George Mason University

Department of Communication

Fall 2018
Advanced Principles of Public Relations
A Class Where You Work for Clients 

Communication 331 
Instructor:


Katherine E. Rowan, Ph.D. 





Professor  

Section 001:  3 to 4:15 p.m., Monday, Wednesday
Music/Theater Building (Building #35, campus map)
Office phone:


703/993-1090 (email is the best way to reach me)
Instructor’s email:

krowan@gmu.edu 
Office location:  
Northeast Module 1, room 125.  Northeast Module 1, which houses the Communication Department, is building #37 on the Fairfax campus map. This building is on Patriot Circle, near the water tower and across the street from Rappahannock Parking Deck.
Office hours:


After class on Wednesdays and by appointment.  For an 




appointment, please email krowan@gmu.edu for 





times that would work well for both of us.  
Course Description


According to the George Mason University online catalogue, Advanced Principles of Public Relations “develops the conceptual knowledge and practical skills students need to thrive in a challenging public relations situations such as crisis management, research for clients, communication with clients, and development of client work.  Students complete the course with a portfolio of research, writing, and visual materials they have created to meet client needs.  Completion of Communication 204 or 330, Principles of Public Relations, with a C or better, or an equivalent course at another institution, is a prerequisite.”  

Your instructor recommends that you take Communication 303, Writing across the Media, before or during the semester when you take this class. Writing for Public Relations, Communication 391, also assists you in building the writing skills needed for professional work.

WELCOME

Teaching is one of my favorite activities.  I look forward to working with you in this class.  This class is designed to be an internship within a class.  The goal is to assist you in building professional skills, values, and a work portfolio to show employers.
cOURSE oBJECTIVES

In this course, students 
· Work in teams on strategic communication in a collaborative manner applying theory and research to meet a client’s needs
· Write a PR-focused resume and cover letter

· Write a PR plan approved by a client and the instructor

· Write a press release about their own success and their client’s goals
· Understand the PRSA ethics code and its applications to work with clients and crises
· Build writing and speaking skills for professional interaction through email, interviews, conference management, memos, and presentations
· Master key rules for capitalization, abbreviation, punctuation, quotation, and numeral use in Associated Press style as well as other grammatical and usage rules.

· Document work for clients in a final report

· Learn ways to write clearly, simply, correctly and accurately on deadline.
COURSE TEXTBOOKS AND MATERIALS 

Required Texts:

· Luttrell, R. M., & Capizzo, L. W. (2019).  Public relations campaigns:  An integrated approach.  Los Angeles, CA:  Sage.
· Mims, S. L., Rowan, K. E., & Walsch, D. L. (2016).  Pathways to public relations:  Student handbook.  Fairfax, VA:  George Mason University. 
· Materials posted to the course Blackboard site 
Recommended Texts and Sources:



All public relations and journalism students should have a recent spiral-bound copy of the Associated Press Style Guide and Libel Manual. This is a “bible” for professionals.  It covers rules for use of titles, abbreviations, quotations, numbers, and more. There are online versions of this book as well.  



Sample public relations, communication, crisis communication, or marketing plans are available on the Internet and from colleagues willing to share excellent plans.   The Bateman Case winners from the Public Relations Student Society of America Bateman case and Silver Anvil Award winners from the Public Relations Society of America are often good examples.  Many units of large organizations such as George Mason or a large county such as Fairfax will have communication plans.

Steps to Stay Informed on Trends, Help Clients, and Be Marketable:


Public relations professionals enjoy learning about business trends.  They enjoy talking about what’s happening with Google and China, Elon Musk, or PepsiCo and its environmental challenges and initiatives, as well as what’s important for their clients in their regions.  Good ways to learn about business trends are to watch CNBC’s Squawk on the Street at https://www.cnbc.com/squawk-on-the-street/  read  The Wall Street Journal, Barron’s, The New York Times, and the Washington Post or other major city dailies such as the Chicago Tribune.  Talk to clients and colleagues to find out what they are reading and watching so you can think long term for everyone’s benefit.  Get to know people in your local Chamber of Commerce and local government.
Public relations professionals contribute to and read social media. You might subscribe to Hootsuite for a 30-day free membership to get on their social media email tips list. Additionally, since you are a student at George Mason University, you should read the student paper, The Fourth Estate, regularly to be up-to-date on matters affecting us all such as parking policies and police activities.  You should also read University news sent to you by email and look at the University’s website for campus news.

It is very important that you build your knowledge of writing and public relations through hands-on activities.  Consider working for campus media such as The Fourth Estate, Mason Cable News, or WGMU.  Try interning for local news organizations, public relations agencies, and corporations.  Working in these contexts will build your mass media writing skills.  This professional experience will make you a valuable employee in many fields.  

Consider taking a one-credit class, COMM 345, Newspaper Workshop, in which you can do public relations or journalistic writing likely to be published professionally.  Still another excellent step would be to take COMM 450:  Communication Internship.  Look for internships where you will be given good mentoring in public relations. Find out more about the internship class at Mason by checking the department’s web site, http://comm.gmu.edu
Perhaps your most important step in learning about public relations would be to join the Public Relations Student Society of America (www.prssa.org).  A great way to network and meet public relations professionals in the Washington, DC, metropolitan area is to join the student chapter of PRSSA at Mason.  Their email address is gmuprssa@gmail.com.  Additionally, you should attend the National Capital PRSA’s meetings and networking receptions.  You can find information about these events on the web at www.prsa-ncc.org  The National Capital Chapter is one of the more active in the United States.  Their members can be some of your best contacts for internship and job searches. Check out focused groups that share your specific interests in sport communication or science communication or the arts.  One local group for science writers is called DC Science Writers and costs $25 a year to join. Additionally, check careers.gmu.edu regularly to learn what career guidance you are paying for here at Mason and will want to tap.  The email listserv for communication students gets numerous requests for interns each week. Use that resource to analyze the sorts of needs employers have and to apply and learn.
grading criteria

Grades are assigned on the following scale:  

A+ = 97 percent and above

C+ = 77 percent

A   = 93 percent


C  =  70 percent

A- = 90 percent 


D  =  60 percent




B+ = 87 percent


F   =  59 percent or below.




B   =  83 percent



B-  = 80 percent




COURSE EXPECTATIONS

1. Attendance is important.  To earn participation points, you need to attend nearly all classes, on time, and for the full class period.  In-class exercises cannot be made up outside of class.  One absence on a day when we are NOT having a test, quiz, speaker, or work due is not likely to harm your participation grade.  Missing more than two classes without letting your instructor know in advance will hurt your grade.   For an absence to be excused, you must email the instructor to explain before that day and have written verification of the reason for your absence.  Missing a quiz or test without good reason could lead to course failure.  Quizzes and all due dates for written work are indicated in this syllabus.  Recognize that those who miss 4 or more classes, even if they contact the instructor in advance, will have difficulty passing the class.  Don’t fail yourself by being absent.
2. I accept written work on Blackboard or at the beginning of class or at other points in class when I ask for such work.  To turn in work after its due date, you must ask permission.  Work turned in late will receive a late penalty.  Work that is especially late may receive no credit.
3. Some assignments should be submitted in hard copy AND through Blackboard to facilitate editing and tracking.  Make sure your name is on everything you turn in. I prefer assignment submission by Blackboard as attachments.  Avoid submitting homework by email unless I give you permission to do so.
4. ALWAYS keep an extra copy of any written work.  Always save your work to a hard drive and to yourself as an email attachment.  Consider subscribing to Carbonite to back up all your files all the time.
5. You are expected to read all assigned reading and to do all written work.  You cannot pass this class if you skip a written assignment.

6. Make sure you obtain an email address and phone number from classmates, so that you can consult with them on your team project for a client.
7. I subscribe to all university policies concerning the honor code, sexual harassment, and accommodations for disabilities.  

8. This class involves written work.   Like all complex skills, expertise in writing develops through numerous opportunities for practice and feedback.   Please be aware of the time this class will involve.  You will do a lot of writing during class, so be sure to arrive on time and stay for the whole class period so that you can do your best on the in-class writing.  Assume that you need to allocate at least four hours a week outside of class for reading or writing homework.
9. I ask for some written assignments in two versions so that I can give you feedback on your written work before that work is graded.  I encourage you to use the University’s Writing Center and its on-line resources for help with writing and editing.  Writing Center experts offer you “extra eyes” and a set of people with whom you can talk about your assignments.  You can visit the Center in Robinson Hall A114 or call 993-1200 for an appointment.  You can also locate information about their services through the University’s web site.

10. All coursework must be your own.  Plagiarism, the representation of someone else's work as your own, provides grounds for your being failed in this course.  In this class, you must adhere to the George Mason University Honor Code. 
11. We know from research that cell phones and lap tops can be addictive.  They can distract us and keep us from doing our best work.  For this class, you are welcome to use your laptop during class when the instructor gives permission to do so. If you are not using your laptop for class work, close it.  When lap tops are open to non-class related work during class that can hurt your participation grade.  We use class time to get work done for clients.
12. Phones.  Please set your phone so that you can receive emergency alerts from Mason if those occur during class but also so that its ring tone does not disturb class.  If an emergency occurs during class and you must take a call, please step outside to do so. Texting during class, except for texting directly related to client work, should not occur.  
13. View your classmates and your instructor as part of your support team as you transition from college to the workplace. Part of class participation involves creating a cordial working environment.  Speak to your classmates regularly when you come to class.  Make sure everyone feels welcome.  I assume you will get to know your team well.  Be sure to talk with class members who are not on your team.  Building a cordial class environment benefits us all.
14. Bring a notebook laptop to class to take written notes. Research shows that those who take notes remember what they hear more fully than do those who do not. At several points in the class, I will ask you to upload your notes from lectures and discussions to Blackboard.  These materials are part of the class participation grade.

15. I enjoy teaching and am happy to help you. Please email me if you ever feel confused and want help.  If I do not respond in 24 hours, email again. I want you to have the skills, values, contacts, and knowledge you need to succeed in your professional and in life.
Instructor Biographical Sketch

Katherine Rowan is an alumna of George Mason University, the University of Illinois, and Purdue University. She’s a native of Alexandria, VA.  She received her PhD from Purdue where she focused her research on helping clients such as scientists share complex or upsetting information with stakeholders.  Rowan began her public affairs work at the Smithsonian Institution after graduating from Mason.  While on the faculty at Purdue, she worked with organizations such as Ohio’s Environmental Protection Agency, the Indiana Arborists, and the Portland Cement Association, to assist them in effective risk and crisis communication.  At Mason, she teaches public relations, science communication, risk communication, and crisis communication classes. She also co-chairs the public relations undergraduate program and directs the graduate certificate in science communication. Currently, she assists Virginia Sea Grant and the Alan Alda Center for Communicating Science with their work on effective science and risk communication. 

Fall MW COMM 331: ASSIGNMENTS, DUE DATES, POINTS = 100 Possible
	Assignment
	First Version
	Final Version
	Possible Points
	Points Earned

	Participation, attendance; assistance with class events.  Notes during lecture/discussion.  
	
	
	8

	

	Essay introducing yourself to instructor.  
	Wed., Aug. 29 
	
	2
	

	Quiz 1
	
	Mon., Sept. 10
	5
	

	One-pager for each client
	
	Due 10 a.m. Sept. 12
	5  
	

	Emails, bios of professional mentors, head shots for  Pathways to Success program
	Mon., Sept. 17
	Sept. 22
	5
	

	PR resume 
	Sept. 19
	At interview
	2.5
	

	Cover letter applying to work for two clients
	Sept. 19

	At interview
	2.5
	

	Client worksheets. Note:  This task takes about 10 hours.
	
	At interview
	10
	

	Interview with CEO Rowan
	
	Sept. 24-55
	5
	

	List of team members, positions, emails
	
	Oct. 1
	Required
	

	News release announcing your job and client’s goals
	Oct. 9
	Oct. 22
	5
	

	PR plan 
	Oct. 8
	 Oct. 12
	10
	

	Attend for at least 90 minutes Pathways to Your Future
Mentoring Event, Oct. 23

9:30 a.m. to 12:30 p.m. 
	Tuesday,
Oct. 23
	
	5

 Alternative reading & writing assignment must be requested by Oct. 19.  
	

	TEST
	
	Nov. 14
	10
	

	First set of tactics for client
	Oct. 12
	Prior to client event, meeting, or instructor- approved date, such as Nov. 2
	5
	

	Planning Grid
	
	Oct. 12 
	Required
	

	Second set of tactics for client
	Oct. 19
	Nov. 16 (or instructor-approved date)
	5
	

	Attend and work at client event(s) 
	
	Dates on syllabus
	Required attendance for one portion of one event for client. Attend more if possible.
	

	Quiz 2
	
	Nov. 28
	5
	

	Two copies, final report to client & instructor (hard copy, professionally bound).
Electronic copy to all team members. Presentation with slides
	First version Dec. 2
Final version Dec. 11
	Hard copy to client and instructor & oral report 1:30 to 4:15 p.m. Dec. 17
	10
See EARLY time for final oral reports to clients.
	


COM 331: Advanced Principles of Public Relations
A Class Where You Work for Clients 
Fall 2018
Professor Rowan
Note:  Treat this class as you would a professional job.  Be on time and ready to work.  Assume you cannot earn points if you are not present and participatory.  Assume all work is due when assigned.  If you must be late or absent, write the instructor a professional email in advance explaining and promising to make up needed work.  I look forward to working with you.
Class 1

Monday,  Aug. 27

Welcome 

Lecture



Welcome.  Introduction to course, clients, classmates.  
Discussion


What do you know already about working with clients?

Out-of-class Work.  Write a short essay (about two pages, typed, with your name on the top of the page and the date) telling me about something about which you are proud.  Focus on a professional, academic, or extra-curricular accomplishment. Feel welcome to tell me about your family and friends as well, but be sure to share information about a school, work, or extra-curricular accomplishment (sports, hobbies) in this essay and explain why it is a source of pride.  Also in this essay, describe what might be tough, fun, or interesting about working for particular clients this semester.  Start exploring the clients’ websites. Which interest you? Why? Links to the clients’ organizations are listed on Blackboard. This essay is due to Blackboard no later than noon Wed., Aug. 29.  Reading your essays will help your instructor learn about you and types of public relations work that might interest you.

By no later than this week’s end, purchase the two course texts:  First, Mims et al., Pathways to Public Relations.  You will use this text in this class and in many other public relations classes at Mason.  By Wed., Sept. 5, read pages 33-45 on charting your career path.  Next read about the types of PR positions, pp. 45-46, so you know for what positions you will apply.   In class Wed., Sept. 5, have questions about this reading.

Also buy Luttrell & Capizzo, Public Relations Campaigns.  By Wed., Sept. 5, read Chap. 1, Introduction.  Find ONE theory described in this chapter that helps you think of ways to make the Pathways to Success event on Oct. 23 here at Mason a success.  Be ready to describe that theory in class and to discuss it in writing during the quiz in September.  


Class 2

Wednesday, Aug. 29
Insight Committee Asks Our Help [plus]Writing Professional Email
Presentation
Karlene Koh, communication major and intern at Northrop Grumman, visits to tell you about her internship and our class work for the Insight Committee this fall. The Insight Committee, which advises communication faculty on ways professional development for students, is providing a client project to us. This committee developed the Pathways-to-Your- Future mentoring event for Mason students.  The event’s goal is to assist Mason students in meeting and learning from top professionals in public relations, journalism, corporate communication, and other fields related to each concentration.  The event takes place 9:30 a.m. to 12:30 p.m. Tuesday, Oct. 23 in Dewberry, Johnson Center.  Our entire class is helping to create the program for this event. 
Lecture and Activity
Guidance on professional emails.  In our section of 331, we start today on the mentor biographies to appear in the program for the Oct. 23 Pathways to Success event. You and a classmate draft an email to a professional likely to appear as a mentor at the Oct. 23 forum.  Your goal in this email is to either ask this individual for his or her photo and short bio or ask if existing information in his or her short biographical sketch is correct and if the photo we have on file is the one this individual wants in the program. Some of these individuals are Mason alumni.  Turn in a good handwritten draft, neatly printed, of your email by the end of class. Once the draft is approved by your instructor, email it; copy your instructor.
Out-of-class Work   
Mims et al., PRSA ethical code, p. 8 and , pp. 151-157 on client relations and teams.  Be thinking about what you learned.  What bugs, puzzles, or impresses you about the client work we are doing this fall? Why?

Read the client websites to complete “one pagers” on each client. The one-pagers are due by 10 a.m. to Blackboard Wed., Sept. 12.  See the questions to answer in one-pagers under “Assignments” on Blackboard. Prior to meeting people professionally, we research their online presence to assist our thinking about their skills, needs, and interests.

Review your answers to all reading and writing homework to date so you are ready for the September 12 quiz.





Note:  Attendance is required at each client presentation and during 




final presentations by students to clients
No class meeting Monday, Sept. 3 – Labor Day Holiday

Last day to add a class:  Tuesday, Sept. 4
Class 3
Wednesday,  Sept. 5

Emails to Mentors, Client Relations, Ethics, PESO 
Discussion
Feedback on your draft emails. Once your and your partner’s draft is approved by your instructor, email it the Pathways mentor; copy your instructor.


Discussion and review of Mims et al. and Luttrell & Capizzo material you read. 
Introducing PESO
Luttrell and Capizzo use the acronym, PESO, to explain their integrated approach to public relations campaigns.  Discussion of the P – E – S – O in PESO.  Know this material for Monday’s quiz.
Out-of-class
Study for the quiz Monday.  Additionally, if the mentor you emailed has responded, store that person’s bio and head shot electronically.  Be ready to work on drafting the bios for the Pathways program beginning in class Monday.
Class 4
Monday, Sept. 10

Quiz.  Please bring your lap top to work on quiz and bios
Lecture
Discussion of one-pagers, a short assignment for Wednesday to assist you in preparing for class clients.  Discussion and illustration of editing bios and head shots for the Pathways program.  
Quiz
Short essay answers.  The quiz will take 45 minutes.  
Activity 
Take remaining class time to edit mentor bios, organize them, and organize accompanying photos alphabetically.  Instructor will ask several class members to put all bios and photos in several zip folders to send to instructor for feedback.


Out-of-Class Work
Prepare one-pagers on Wednesday’s clients.  These one-pagers are due by 10 a.m. Wed., Sept. 12 on Blackboard.
Class 5
Wednesday,  Sept. 12

Clients Pitch to You 
Presentations:
3 p.m. Project:  How can we increase student attendance at the Men’s Soccer game, Wednesday, Oct. 31 Halloween when the team’s seniors will be showcased?  


Presenter:  Jerome Boettcher, assistant director, Athletic Communications, Mason

Website:  gomason.com

3: 20 p.m. Project:  How can we help Northern Virginia Area Health Center connect with internal and external stakeholders through a newsletter featuring articles of interest (e.g., Mason research on reducing opioid addiction; updates on AHEC’s efforts to promote health science careers)?
Clients:  Northern Virginia  Area Health Education Center (AHEC) Dr. Rebecca Vargas.  


Presenters:  Northern Virginia Area Health Education Center (AHEC) Dr. Rebecca Vargas, and Elizabeth Zoccoli, PR senior.
Websites:  https://www.vhwda.org/initiatives/ahec/northern-region [also look at] www.Edu-Futoro.org
3:45 p.m. Project:  How can a team of us increase attendance at the Alexandria Film Festival over Veterans’ Day Weekend, Nov. 9-11 with social media, fliers, partnerships with local businesses, coupons, etc.?
Client:  Alexandria Film Festival
Presenters: Margaret Woehler, Executive Committee, chair; Dara Sanders, Executive Committee, Programming.


Website:  http://alexfilmfest.com/ [and] see material on Blackboard.
Activity
Make sure clients are asked questions such as:  What do you need a team of us to do?  Why is this project important?  What aspects of this work might be challenging and why?  What counts as success on this project?

Out-of-Class Work
Revise and update mentors’ short biographies and photos for the Pathways to Success event.   Has your email to a mentor requesting his or her professional bio and head shot been answered? If not, re-send it so that we can complete work on all mentor bios by the end of next week.  Bring mentor bio and photo to class via your laptop.
Last day to drop a class -- Friday, September 14
Class 6
Monday, Sept. 17
Bring Laptops for Workshop on Resumes, Cover Letters, Editing 
Activity 1
Workshop on resumes and cover letters that increase the chances you will get the professional opportunities you seek. Sign up for interview with CEO Rowan.  During interview, I will listen for your analysis of clients’ needs, your discussion of which positions you most want to hold, and the extent to which you are knowledgeable about each client and ways you can help them.  Tips:  Dress professionally for interviews.  Don’t chew gum.  Rehearse your answers to likely questions aloud. 

Activity 2
Edit and type short bios about professional mentors.  Upload their photos.  Put bios and photos in two or three zipfiles.  One or two class members email these files to your instructor.  Take notes on five mentors with whom you want to speak Tuesday, Oct. 23.  

Tell me about instructors I should email to ask if you might be excused from class so that you can attend 90 minutes of the Oct. 23 9:30 a.m. to 12:30 p.m. mentoring event.
Class 7

Wednesday, Sept. 19

Feedback on Bios and Photos
Activity
Guest instructor distributes Prof. Rowan’s final feedback on bios, photos, resumes, and cover letters.  Prof. Rowan attends family funeral at Arlington Cemetery.
In-class copy editing of bios and checking photo quality.  One or two class members should email the final version of the bios and photos in zipfiles to instructor by the end of class.   Prof. Hathaway’s section of 331 will use your work on the bios and photos for the Pathways to Success program.
Reading
Read Mims et al., pp. 35-38 on interviewing for internships and jobs.  Read pp. 41-43 on personal branding and online persona, that is, using class experience, an online portfolio, work samples, etc., to find work that feeds your soul.  In your interview, I will listen for evidence that you researched the class clients and thought carefully about ways to help them meet their goals.

Out-of-Class Work
Work on first versions PR resume and cover letter.  Due 10 a.m. Friday, Sept. 19 to Blackboard.  Order business cards if you don’t have them already.
Class 8
Monday, Sept. 24
Feedback on Resumes, Cover Letters; Guidance on Client Worksheets

Discussion
Feedback on resumes, cover letters, and guidance on client worksheets.
Out-of-Class Work
Prepare for your interview with CEO Rowan. To the interview, bring in a clean, attractive folder, final, print versions of your cover letter, resume, and client worksheets. This means you have four items to bring to your interview.
Out-of-Class Work
Final versions of cover letters and resumes due in hard copy in a neat folder at your interview.
Class  9
Tues., Wed.,  Sept. 25-26

Interviews: Dress Professionally 

Formal interviews with CEO Rowan for client and team role.   Interviews take place in Rowan’s office in the Communication Department, Northeast Module 1 on Patriot Circle Drive near water tower.   Prof. Rowan is in room 125.  Schedule for interviews will be posted on Blackboard.
Out-of-Class Work
Reach chapters 2 & 3 in L&C.  Take notes on ROSTIR and PESO.  Explain what each letter in these acronyms means and note briefly how you might use these acronyms to assist your clients. Entire class:  Upload notes to Blackboard. Discussion leaders:  Be ready to tell the class about the Oscar Mayer case and the “Proud Whopper” case.  Focus on explaining how each case illustrates strategic use of PESO.  Due 10 a.m. Monday, Oct. 1
Selective Withdrawal Period --  October 1 through October 28
Class 10

Monday, Oct. 1


Teams and Roles Announced
Lecture, Discussion
Teams assigned.  Brief overview of plans for clients; goals and tactics clients requested. 
Discussion of ROSTIR and PESO and using these heuristics to help out clients.  Case studies presented (5 minutes each).

In-Class Work
Meet with your team.  Introduce yourself.  Exchange contact information including email addresses.  Give the instructor a list of each team member, that person’s title, and email address. Have your client worksheets available to begin discussing work you will do for your team’s client.


Team doing PR for men’s soccer team should prepare interview questions and know where to meet the players on Wednesday to do Instagram posts promoting the seniors on the team.  The Oct. 31 game you are promoting features the seniors.

Out-of-class Work 
Read Mims et al., pp. 127-145 on building public relations plans for clients.   Make sure you are registered for the Pathways event Oct. 23.  If you have classes from 10 to noon Tuesdays, ask for a letter from your instructor to give other instructors to excuse you from class so that you can Pathways for at least 90 minutes.  This event introduces you to professionals whose jobs you may want.  
Class 11
Wednesday, Oct. 3

Teams Meet and Begin Client Work 
Activity
PR for Men’s Soccer Team goes to designated location to interview seniors and take photos for Instagram posts.  This team should draft Instagram posts and send them all in a single zipfile from one team member to the instructor for her review.  Once instructor approves drafts will also be reviewed by Assistant Director of Athletic Communications at Mason Jerome Boettcher.  Be sure to get a statement from Jerome Boettcher that you can quote word-for-word for the news release assignment (read assignment below). AFF and AHEC teams meet in classroom to determine the work clients do and do not want, discuss the PR plan that will guide their work for the client and draft statements of proposed work.  For example, for AFF, does the client want fliers or posters in local stores, coupons to local restaurants near Hoffman Theater?  For AHEC, what stories does the client want in the newsletter:  opioid research at Mason?  Steps to encourage high school youth to pursue health science careers?  Your instructor can assist those beginning work on these stories.  Also, what template will the AHEC team use for its newsletter?
Out-of-Class Work
Read L&C Chap. 6 on Objectives.  Know the SMART heuristic for objectives and assess your objectives to see if they are S-M-A-R-T. First version PR plan for client modelled after sample PR plans in Mims et al., pp. 130-146.  Each team member should generate a portion of the plan. One team member should upload it to Blackboard by Monday, Oct. 8.  AFF team:  Be thinking about how one team member will ask the client for a statement for news releases you are each writing (about being selected to work for this client and the importance of the client’s work). AHEC team:  Let’s be in contact with your client for this statement by email. Have one team member send the email and cc the instructor.
Note:  October 8 is a holiday -- No class.  Monday classes meet on Tuesdays. – We meet Tuesday.
Class 12



 

Tuesday, Oct. 9


News Releases about Your New Role,  Client AFF visits
Discussion/lecture
3 p.m.  Discussion of SMART objectives, first versions PR plans.  
Activity
Lecture how to write an 8-paragraph news release about your new job in our class as a way of promoting you and the client.  
Be thinking about how one team member will ask the client for a statement for news releases you are each writing (about being selected to work for this client and the importance of the client’s work). Read Mims et al., on news releases, pp. 81-93.  Upload your release to Blackboard to Blackboard OR in handwritten format at the end of class so the instructor can give you feedback the subsequent week.

3:30 p.m. Alexandria Film Festival clients Dara Sanders and Margaret Woehler visit to discuss the team’s plans for the next month.  What would be best over the next 4 weeks?  Lots of social media?  Fliers in coffee shops, churches?  Restaurant coupons?  What do clients want?
Out-of-Class Work
Final version PR plan for client. modelled after sample PR plans in Mims et al., pp. 130-146 due to Blackboard by Friday, Oct. 12.
Class 13
Wed., Oct. 10
In-class Work in Teams on Tactics; Guest Instructor Presides
Prof. Rowan attends science communication workshop on campus. 

Guest instructor will take attendance and guide teams.
Activity



Bring laptops. Each team member should work on at two to three
tactics for your client.  Once instructor has approved the team’s PR plan, send it to the client by email with a short cover note, thanking the client for the opportunity to work with you and seeking feedback.  Be sure to cc the instructor on this email.  
Out-of-class work
First or final version tactic 1 (depending on team and type of tactic).  For example, the AHEC team may wish to turn in some of their research on their newsletter stories and the template they will use for their newsletter. Turn in tactic work to Blackboard by Friday, Oct. 12.  

Class 14

 

Monday, Oct. 15


Feedback on News Releases, Tactics for Clients; Bring laptops 

Lecture
Feedback on news releases. Work on next versions.  Steps for earning coverage for client.  Discussion of strategy and tactics for class clients.
Activity
In-class work on tactics 1 and 2.
Out-of-class
Read L&C chapters 4&5 on strategy and tactics.  Discussion leaders prepare to present the Hallmark, Lean Cuisine, and Double Tree (Chap. 6) cases, on Wed., Oct. 17.  Discuss the strategic use of PESO in these cases. Final versions of news releases due to Blackboard Monday, Oct. 22.
Class 15

Wed., Oct. 17
Discussion of Strategy and Tactics. Checking in:  What’s tough currently in this class? 

Discussion
Discussion of strategy and tactics; Hallmark, Lean Cuisine, and Double Tree cookie cases presented.  Feedback on class.  What’s tough? What would help you?
Activity
In-class work on tactics and planning grids.  Fill in names, tasks, due dates.  Turn in one copy and upload the other so each team member has access to it.
. 


Out-of- class Work
First version tactic 2 due to Blackboard Friday, Oct. 19.  Work on your questions for mentors at Pathways.  Anyone who must miss attending Pathways, please email the instructor requesting permission to do the alternate written and oral assignment no later than Friday Oct. 19.  This assignment involves reading all six cases in Chapter 11 of the L&C text, summarizing carefully the nature of each case, its challenges, and the strategies and tactics used.  Then, write an analysis of one case that succeeded and one that failed and explain why.  Finally report this final segment of your paper to the class on the Monday before Thanksgiving in a graded 8-minute oral report.  Written report is due Oct. 26 to Blackboard.
Class 16

 

Monday, Oct. 22


Practice for Pathways to Your Future
Activity



Bring questions you want to ask 5 of the mentors attending Pathways.  

Be sure you are registered to sit with at least one of these individuals and ready for mentoring, small-group conversations with each.
Lecture



Feedback on tactic 2 to teams.  Teams should have a clear time line 
and planning grid noting who is doing what to meet client deadlines.

Out-of-class
Attend Pathways on Tuesday for 90 minutes and have as many conversations as you can with mentors. Take notes on what you learn.  Bring business cards.

 

Class 17
Wed., Oct. 24


Debrief Pathways and Work on Clients’ Tactics
Discussion 
Discussion of Pathways to Your Future.  What went well? What could we improve for 2019
Activity
Men’s Soccer PR:  Complete tactics for Oct. 31 game. For Alexandria Film Festival, Nov. 9 – 11, complete tactics prior to event.  For Northern Virginia Area Health Center:  Newsletter articles due for first review by client Nov. 6.

Out-of-class


Make progress on client tactics.  Work on grammar, AP style exercises.

Class 18

Monday, Oct. 29


News Release Feedback and Continued Work on Client Tactics
Lecture
Feedback on news releases.  Grammar and AP style.  Team exercises.
Activity
Men’s Soccer PR:  Complete tactics for Oct. 31 game. For Alexandria Film Festival, Nov. 9 – 11, complete tactics prior to event.  For Northern Virginia Area Health Center:  Newsletter articles due for first review by client Nov. 6.
Out-of-class


Make progress on client tactics.  Work on grammar, AP style exercises.
Class 19

Wed., Oct. 31


Men’s Soccer Team’s Senior Showcase Game 
Activity
Men’s soccer team can go directly to the game venue for work on their event.  If other class members wish to help them, they can.
Out-of-Class
Read L&C Chaps. 7  & 8 on Strategy and Tactics.  Discussion leaders prepare Master Card and Cinnamilk cases for Monday, Nov. 5.  Answer questions on the practice test.
Class 20

 

Monday, Nov. 5


Debrief on Men’s Soccer Game and Review for Test 

Activity
Activities covering AP style, grammar, usage, and all text material discussed to date. Review answers to practice test.
Activity
Assist Alexandria Film Festival with any final steps for the Festival Nov. 9-11 OR work on latest versions of newsletter articles for Northern Virginia Area Health Center.
Out-of-Class
Study for test by answering questions on the practice test.

Class 21
Wed., Nov. 7


In-Class Work in Teams
Activity
Final work for Alexandria Film Festival and test review.
Out-of-Class
Study for test by answering questions on the practice test on Blackboard. Be sure all your chapter and lecture notes are uploaded for participation points.  Alexandria Film Festival Team should attend some of the festival. The rest of the class is invited as well.

Class 22
Monday, Nov. 12

Review for Test 1

Practice test reviewed.  Feedback given.

Tentatively scheduled. Meeting with AHEC leaders for feedback on latest versions of newsletter articles and newsletter.

Activity
Study for test.  Test covers all material on practice test such as key heuristics:  ROSTIR, PESO, SMART, and case studies discussed to date.  Also covers AP style, grammar, usage.  
Class 23
Wednesday,  Nov. 14

TEST 
Activities
Test will take the entire class period. Bring blue books, pencils, pens.
.

Out-of-Class
Read L&C Chaps. 9 &10 on Implementation, Reporting.  From Chap. 10:  Respond to the questions on page 157-158 on self-evaluation.  What do you most want to improve in your writing or other professional skills such as social media in the remaining weeks of this class and next semester?  What classes or experiences might help you?  Upload to Blackboard by 10 a.m., Friday, Nov. 16.

Students who chose the alternate assignment to attending Pathways: Prepare your oral reports for the class on the case study you thought was most instructive either because it succeeded or failed.  Be sure to describe each case, its use of PESO, and ask class why THEY think this case succeeded or failed.

Upload to Blackboard any remaining tactics you are revising or polishing (especially relevant to the NVAHEC team) by Friday, Nov. 16.
Class 24

 

Monday, Nov. 19
Case Study Reports on Product Marketing, Activisim, Engagement, Crisis, Global and Multi-cultural Outreach, and Internal Communication
Reports



Case study reports of 10 minutes each followed by discussion.
Discussion
Overview of final reports of client work produced by previous classes. 

Activity
Class time to work determining who does what to prepare the final report to client.




No Class – Thanksgiving – November 22, 2018
Class 25
 

Monday, Nov. 26

Grammar Guru and AP Style Exercises; Work on Final Reports
Activities


Test 1 returned.  Grammar guru and AP style exercises.
Out-of-Class
Study for quiz by doing practice exercises.  Work on first version final report to client.  Note that the quiz asks you the date and TIME of your final exam.  Put an alert in your calendar and on your phone so you are on time that day.  
Class 26
Wed., Nov. 28


Quiz over Text Material, Grammar, AP Style
Activities


Review of grammar guru and AP style exercises.




Quiz

 Out-of-Class Work
First version final report to client due Friday, Dec. 2 to Blackboard.

Class 27
Monday, Dec. 3


Feedback on First Versions Final Reports

Discussion
Feedback on latest version of final reports to ensure they have all requested information.  Be sure to include appendices with all tactics and photos of the client team and its events or other tactics.   

Discussion
Feedback on any remaining tactics
Out-of-Class Work
Upload final report to no later than December 11. Prepare oral report and TWO hard copy, bound versions of report:  one for client and one for instructor.  Make sure each team member has a copy of the report for his or her records and for sharing with prospective internship supervisors.
Class 28
Wednesday, Dec. 5

Quiz Returned; Rehearsal for Oral Reports to Clients
Activities
Last class period.  Each team member should work to ensure that the final report contains all required information and has been proof read for spelling, accuracy, completeness, and visual appeal.  The account supervisor and one other team member are responsible for an additional reading to ensure that the final report is carefully proofread, accurate, attractive, and professional.   

Oral rehearsal for final reports. Each team member should speak.  Stand up straight.  Face audience.  Be positive.  Be authentic.  Be sufficiently loud and clear enough we can hear you.  Have a question or puzzle for the class such as why does the class think the PR team succeeded or struggled on one aspect of its client work.
Assignment
Upload final report to no later than December 11. 
Last Day of Classes – December 8 -- Reading Days—December 10, 11
Final Exam Period -- Please note its UNUSUAL time – 1:30 to 4:15 p.m.
Monday, December 17

Team Presentations of Work to Clients

Note Early Exam Time 

1:30 to 4:15 p.m.

Final exam:  Three-hour period.  Put a few pages of your final report up as slides IF they are easy to read from a distance OR create a few slides for the oral report.  Teams present final report of work to clients. Oral presentations will be 10 to 12 minutes and timed. Clients invited.  Course evaluations conducted.  Final electronic versions of final reports should be in Blackboard by December 11.  
Create TWO print copies of the final report.  Present both the client and the instructor a print, bound, professional version of the final report.  Send the client(s) an emailed copy by attachment with cover note thanking clients for the opportunity to work for them.  CC the instructor.  Each team member must have an electronic copy of the final report.  Have a good break!
Special Event:  Part-time job career fair.  Wed. August 29. See � HYPERLINK "https://careers.gmu.edu/events/employers-recruit/fair-registration-details" �https://careers.gmu.edu/events/employers-recruit/fair-registration-details�





University-wide Job Fair Wednesday, Oct. 3 through Thursday, Oct. 4


See � HYPERLINK "https://careers.gmu.edu/events/employers-recruit/fair-registration-details" �https://careers.gmu.edu/events/employers-recruit/fair-registration-details�	








SPECIAL EVENT





Tuesday, Oct. 23	Pathways to Your Future, 9:30 a.m. - 12:30 p.m. Dewberry, JC.





	Dress business casual.  Bring enthusiasm and questions for 5 of the professional mentors whose jobs you would most like to have or learn more about.





CLIENT EVENT		Men’s Soccer Team Oct. 31 Game celebrating team seniors.				7 p.m., George Mason Stadium.  Mason students:  Free with ID.





CLIENT EVENT	Client Event:  Alexandria Film Festival, Veteran’s Day Weekend, Nov. 9 to 11 -- See � HYPERLINK "http://alexfilmfest.com/" �http://alexfilmfest.com/�
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