PREL 3339 (003) Public Relations Methods
The University of Texas at Arlington

Fall Semester 2017
Tue-Thu: 11:00 a.m.-12:20 a.m.
Instructor: Jennifer Little
Room: TBD.  Office:  FA 257
Department of Communication phone: 817-272-2163
E-mail: Jennifer.little@uta.edu
Office hours: 3:30-4:30 Tuesdays, Wednesdays by appointment
Faculty profile: https://www.uta.edu/profiles/jennifer -little
Linkedin: www.linkedin.com/in/littlejennifer
Required Resources:
· Wilcox, Dennis (2016). Public Relations Writing and Media Techniques, Eighth Edition. Boston: Pearson.
· A reliable USB/flash drive

· Access to printer and/or $$ on Mav Card for lab printers
It is required to purchase the textbook to use in this course throughout the semester. Students should also have a copy of a current AP Stylebook. Additional reading material will be assigned and provided in class or via Blackboard.

Students will be required to print writing materials in the lab for in-class exercises and other assignments. This requires a minimal amount of money available on a Mav Card. Please make arrangements for this on your Mav Card before the second class day.
Overview

The goal of this course is to prepare you to create the content required in the field of public relations. You will be assigned writing tasks like what you will be given in an entry level communications position. Beyond writing, you will sharpen your analytical and strategic communication abilities as you go through the process of creating written materials. Classes will include lecture, discussion and writing exercises that must be completed in class – remember, public relations is fast paced!
For class exercises and writing assignments, we’ll use a combination of practice examples and real situations. There is also an opportunity for you to write real online content for the university’s athletic department. You will get hands-on experience turning ideas into plans, writing press materials and thinking through how to draft various kinds of content. Don’t think of this course as just turning in assignments for grades, but rather sharing assignments for feedback and edits so you can see how to make your writing/thinking stronger. At the end of the semester, you should have great writing samples (not to mention a lot of practice)!
Course Description
PREL 3339 Public Relations Methods. This course is designed to introduce students the writing skills necessary to succeed in a public relations career. Students will generate a wide variety of written materials and will learn to think critically about the purpose, goals and audience of all communications.
Student Learning Outcomes
At the completion of the course, students should be able to: 

· Understand the key written communications tools and content in public relations
· Write correctly, clearly and using appropriate style (AP)
· Identify the target audience for written materials to generate a well-crafted message or story

· Develop and explore writing strengths and potential
COURSE POLICIES

Attendance/Participation:

At The University of Texas at Arlington, taking attendance is not required. Rather, each faculty member is free to develop his or her own methods of evaluating students’ academic performance, which includes establishing course-specific policies on attendance. Attendance is expected for this course. I expect students to attend classes on time, be fully prepared and participate in activities and discussions. Missing more than two classes during the semester will result in final grade reduction. Beginning with the third absence, students will begin losing 5 points off the final course grade. This can result in an A grade falling to a B or a B grade falling to a C. It is advised to avoid scheduling work shifts, interviews, routine appointments, vacations or other avoidable appointments during class time. For university related activities or serious situations related to yourself or family, documentation must be provided in a timely manner.
Electronic Communication

Students are NOT permitted to use social networking sites, text messaging, cell phones, etc., during class unless it’s part of a class exercise. Violating this policy will affect participation grade. Ringers must be turned off or be placed on silent during class.  Assignments and communications for this course will be through Blackboard. Please ensure you have access and refer to Blackboard regularly. The professor will not respond to e-mail communication on evenings and weekends outside of working hours. UT Arlington has adopted MavMail as its official means to communicate with students about important deadlines and events, as well as to transact university-related business regarding financial aid, tuition, grades, graduation, etc. All students are assigned a MavMail account and are responsible for checking the inbox regularly. There is no additional charge to students for using this account, which remains active even after graduation. Information about activating and using MavMail is available at http://www.uta.edu/oit/cs/email/mavmail.php.
Drop Policy
 Students may drop or swap (adding and dropping a class concurrently) classes through self-service in MyMav from the beginning of the registration period through the late registration period. After the late registration period, students must see their academic advisor to drop a class or withdraw. Undeclared students must see an advisor in the University Advising Center. Drops can continue through a point two-thirds of the way through the term or session. It is the student's responsibility to officially withdraw if they do not plan to attend after registering. Students will not be automatically dropped for non-attendance. Repayment of certain types of financial aid administered through the University may be required as the result of dropping classes or withdrawing. For more information, contact the Office of Financial Aid and Scholarships (http://wweb.uta.edu/aao/fao/).
Campus Carry:  Effective August 1, 2016, the Campus Carry law  (Senate Bill 11) allows those licensed individuals to carry a concealed handgun in buildings on public university campuses, except in locations the University establishes as prohibited. Under the new law, openly carrying handguns is not allowed on college campuses. For more information, visit http://www.uta.edu/news/info/campus-carry/
Student Feedback Survey
At the end of each term, students enrolled in classes categorized as “lecture,” “seminar,” or “laboratory” shall be directed to complete an online Student Feedback Survey (SFS). Instructions on how to access the SFS for this course will be sent directly to each student through MavMail approximately 10 days before the end of the term. Each student’s feedback enters the SFS database anonymously and is aggregated with that of other students enrolled in the course. UT Arlington’s effort to solicit, gather, tabulate, and publish student feedback is required by state law; students are strongly urged to participate. For more information, visit http://www.uta.edu/sfs.
Final Review Week
A period of five class days prior to the first day of final examinations in the long sessions shall be designated as Final Review Week. The purpose of this week is to allow students sufficient time to prepare for final examinations. During this week, there shall be no scheduled activities such as required field trips or performances; and no instructor shall assign any themes, research problems or exercises of similar scope that have a completion date during or following this week unless specified in the class syllabus. During Final Review Week, an instructor shall not give any examinations constituting 10% or more of the final grade, except makeup tests and laboratory examinations. In addition, no instructor shall give any portion of the final examination during Final Review Week. During this week, classes are held as scheduled. In addition, instructors are not required to limit content to topics that have been previously covered; they may introduce new concepts as appropriate.

Emergency Exit Procedures
Should we experience an emergency event that requires us to vacate the building, students should exit the room and move toward the nearest exit, located to the left of the front class room door. When exiting the building during an emergency, one should never take an elevator but should use the stairwells. Faculty members and instructional staff will assist students in selecting the safest route for evacuation and will make arrangements to assist handicapped individuals.
Americans with Disabilities Act
The University of Texas at Arlington is on record as being committed to both the spirit and letter of all federal equal opportunity legislation, including the Americans with Disabilities Act (ADA). All instructors at UT Arlington are required by law to provide "reasonable accommodations" to students with disabilities, so as not to discriminate on the basis of that disability. Any student requiring an accommodation for this course must provide the instructor with official documentation in the form of a letter certified by the staff in the Office for Students with Disabilities, University Hall 102. Only those students who have officially documented a need for an accommodation will have their request honored. Information regarding diagnostic criteria and policies for obtaining disability-based academic accommodations can be found at www.uta.edu/disability or by calling the Office for Students with Disabilities at (817) 272-3364

Title IX Policy: The University of Texas at Arlington (“University”) is committed to maintaining a learning and working environment that is free from discrimination based on sex in accordance with Title IX of the Higher Education Amendments of 1972 (Title IX), which prohibits discrimination on the basis of sex in educational programs or activities; Title VII of the Civil Rights Act of 1964 (Title VII), which prohibits sex discrimination in employment; and the Campus Sexual Violence Elimination Act (SaVE Act). Sexual misconduct is a form of sex discrimination and will not be tolerated. For information regarding Title IX, visit www.uta.edu/titleIX or contact Ms. Jean Hood, Vice President and Title IX Coordinator at (817) 272-7091 or jmhood@uta.edu.
Make-up Exam policy
A student will be allowed to make up exams with a valid, university-approved excuse. Upon returning to class, the student needs to present university-approved documentation before an exam can be rescheduled. Exams should be made up as soon as possible. Approved documentation includes but not limited to the: notice from the university (university-sponsored activities), a court or legal document noting date and time, medical documentation noting date and time, a letter written on letterhead stationery from a counselor, religious leader or employer. Grade Grievance Policy: The University of Texas at Arlington Grade Grievance Policy will be followed. The Policy is available in the Undergraduate Catalog available at: http://www.uta.edu/catalog/general/adaemicreg.

Academic Integrity
Students enrolled all UT Arlington courses are expected to adhere to the UT Arlington Honor Code:

I pledge, on my honor, to uphold UT Arlington’s tradition of academic integrity, a tradition that values hard work and honest effort in the pursuit of academic excellence. 

I promise that I will submit only work that I personally create or contribute to group collaborations, and I will appropriately reference any work from other sources. I will follow the highest standards of integrity and uphold the spirit of the Honor Code.

UT Arlington faculty members may employ the Honor Code as they see fit in their courses, including (but not limited to) having students acknowledge the honor code as part of an examination or requiring students to incorporate the honor code into any work submitted. Per UT System Regents’ Rule 50101, §2.2, suspected violations of university’s standards for academic integrity (including the Honor Code) will be referred to the Office of Student Conduct. Violators will be disciplined in accordance with University policy, which may result in the student’s suspension or expulsion from the University.

Student Support Services
UT Arlington provides a variety of resources and programs designed to help students develop academic skills, deal with personal situations, and better understand concepts and information related to their courses. Resources include tutoring, major-based learning centers, developmental education, advising and mentoring, personal counseling, and federally funded programs. For individualized referrals, students may visit the reception desk at University College (Ransom Hall), call the Maverick Resource Hotline at 817-272-6107, send a message to resources@uta.edu, or view the information at www.uta.edu/resources.

Library & Research Assistance: University-level research requires university-level sources. Appropriate sources include scholarly and peer-reviewed journal articles, scholarly books, and credible news magazines and newspapers. The UTA Library http://library.uta.edu/offers a plethora of resources and subject specialists to help you select and locate appropriate sources. Find library staff at the Service Zone on the first floor of the UTA Central Library, by phone at (817) 272-3395, by text at (817) 727-8395, email at AskUs@uta.edu, or the chat widget on the library’s homepage. For a list of useful guides to help you start your research, visit: http://libguides.uta.edu/.
COURSEWORK AND GRADING

The coursework during the semester will consist of in-class discussions, in-class writing exercises, a series of written assignments and a final exam.
Grading
Class Attendance, Participation and Preparation: There will be lectures and discussions in class that help prepare you for the writing you will do in-class and outside of class. Students must complete assigned readings before class and complete outlines (10). Avoiding discussion or showing up unprepared makes you an undesirable entry level candidate so this will help you get in the habit of preparing for meetings.
In-Class Exercises: As we learn concepts, students will be asked to think and write through in-class assignments and activities. These exercises are to be done in-class only and under deadline just like in the real world. Creativity and effort count just as much as a perfect finished product, but you must show effort during class. If you are absent, there is no makeup of these assignments. Remember, more than 2 absences will affect your grade, but more importantly you will miss out on writing practice and tips. In-class exercises are worth 10 points each (and there will be 10 graded exercises for a total score of 100) and they are not all identified in the syllabus.
Writing Assignments/Sets: The writing content for the course is organized into a series of four sets. Just as in your future communications positions, some of the assignments will be given verbally – you must write down what you are being asked to do. You will turn in draft materials to receive suggestions and initial edits as you would from a manager in the real world. You will have the opportunity to edit and resubmit final materials so you have content that is polished and client-ready (and perfect for sharing as writing samples to potential employers). Assignments (drafts and final versions) must be printed out when turned in.
Final Exam: There will be a final exam on the content covered during the semester. The chapter outlines due throughout the semester (they will be returned) will help and will be the only materials you can use during the exam (if you completed them as assigned). The exam will be a combination of multiple choice, true/false and short writing.
Students will be evaluated in this course based on:
Final Exam



15%
Class Participation and Prep

20%
In-Class
Exercises: 


25%

Writing Drafts/Sets


40%

TOTAL




100%
Your Final grade will be based on the following grading scale:

A=90-100                 D=60-69

B=80-89                    F=0-59  

C=70-79                     
Late assignments receive a deduction of 15 points immediately and an additional 15 points for every day late after the deadline. Don’t be late with assignments!

Writing samples are the bulk of your grade in this course. Writing Sets include:

Writing Set 1 – Your Professional Narrative
Cover letter

Resume

Biography
LinkedIn profile

Writing Set 2 – Creating an Interesting Story/Profile
Feature story

Writing Set 3 – Communication Plan
Situation

Objectives

Audiences

Research

Strategies

Tactics

Timeline

Budget

Writing Set 4 – Marketing Good News
Press release
Media pitch
Blog post
Social media content
This is a very important course in the preparation for a career in public relations. You will get hands-on experience and counsel to help make you a strong writer who can make use of various PR tactics. I hope you’ll embrace the opportunity and put forth your best effort. Expectations for this course include:

· Pay attention to details – Communicators are expected to produce flawless written materials. PR pros can be fired over continuous mistakes (and clients certainly fire agencies over them). 

· Read and reread – Reviewing your materials several times before turning them in will help you find mistakes and improve the flow of your copy. Reading aloud or silently to yourself can help you hear how your writing sounds to determine if it is clear.

· Be creative – not everyone writes or thinks the same way. This course won’t make you conform (except to AP style) so let the creativity flow!
· Keep up – you will have reading and writing assignments outside of class. Don’t fall behind on reading and don’t put the writing off or you may put unnecessary pressure on yourself.

· Get help if you need it – This is not a basic writing course. If you need writing support or the instructor feels you do, please get help through the university’s resources.

· Deadlines are real – Just as mistakes can hurt you, missing deadlines is worse. You must complete assignments by each deadline or you will quickly lose points.
Course Schedule – TBD
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