KIMEP
Kazakhstan Institute of Management, Economics & Strategic Research

College of Social Sciences, Department of Journalism & Mass Communication

Course Syllabus for

Crash Course in Powerful Public Relations
INSTRUCTOR INFORMATION

Dr. Ken Harvey
501 Valikhanov Building

Email: kharvey@kimep.kz

Extension 3234 (From off campus call 270-4296
For instructor background go to http://virtual-institute.us/Ken
COURSE OVERVIEW

In this course, I don't just lecture. I show you how to create effective public relations plans, goals, strategies and tactics. I teach you how to write effective press releases that editors will be excited to receive, along with proposal letters, executive biographies, Web sites, speeches and other important PR documents. I have been a professional PR writer for 14 years and a journalist for over 20. I know how to get the media to cooperate. 

I help you develop your skills in the convergence technologies and the social media that won the U.S. presidency for Barrack Obama. I help you set up your own Facebook, My Space and LinkIn sites, and show you how to use these and other social media sites, such as YouTube, SlideShare and Twitter most effectively. I teach you hands-on how to do effective online videos and other multimedia presentations. We do it right there in class, and I help you upload your video and other files onto your own Web site. I show you how to use live Web conferencing, online slides shows, viral video and PPS files, online blogs, and multimedia educational sites. All of this is hands on.  You walk away with some of the most powerful programs available and the practical knowledge of how to turn these programs into effective money-making tools. 

Bring your work. Bring photos, your text, your client files. When I say hands-on, I mean you can charge me off as a consultant and leave my opening seminars with amazing products to show your clients the very next week. And then we will spend time online together, using these very tools, for the next 15 weeks, learning new things and applying them to YOUR projects. You can keep billing your clients for my hours. And some of these tools are so powerful, that once you get your clients to buy in, they will remain your clients forever. 

So, bring your computer or use ours, bring your files, and let's go to work! Check out what you will learn:

· Go to http://Virtual-Institute.us/pr and go right down the middle column called COURSE DETAILS. You will see some examples of my powerful online tools. All of these were created with a cheap computer, $10 microphone and $30 webcam so you can see what you can expect to produce yourself after completing this course without expensive equipment or hired expertise.
· Click on the link called Crash Course in 'Powerful Public Relations' INTRODUCTION . This will take a minute or so to download but will give you a quick multimedia explanation of this course. It also serves as an example of what you will learn your very first day of class.
· Go down to the second item under COURSE DETAILS, and click on the item called Crash Course in 'Powerful Public Relations’ MULTIMEDIA PPS . This is a longer, more detailed explanation of the course and will take longer to download, but is another example of what you will learn on the first day. While it is downloading, go to the next item and review the printed SYLLABUS for the course. When you hear the sound of the PPS file come on, go to that page and watch it. You can return to the syllabus when it concludes.
· Now go to the bottom item under COURSE DETAILS and click on Multimedia Version 

 HYPERLINK "http://virtual-university.us/" of Crash Course in Mass Communications . This will take you to my Virtual University web site. Click on the link to the INTRODUCTION beneath the headline “Welcome to V-U’s Internship & Online Training Program!” This will lead you to a series of short videos. Watch this series of videos and compare the download speed with those at multimillion-dollar sites such as ESPN.com and CNN.com. I will teach you how to beat the top techies in creating downloadable and viral videos.
· You may want to explore some of my other offerings at the Virtual-University site. I recommend CHAPTER 2: NEWS WRITING. It is important that public relations practitioners learn how to write like journalists. I have been a newspaper and magazine writer, editor and publisher for over 20 years of my career, and this chapter will help you understand how journalists think and how press releases should be written.

· Return now to http://Virtual-Institute.us/pr. To see an example of the kind of viral video you will be able to produce and distribute to draw people to your web site or that of one of your clients, click on Modern Martyrs VIDEO PROMO  in the right column under MULTIMEDIA SAMPLES.
· Think what you could do if I could teach you all of these tools and tactics. But this is just what we’ll cover the first two days! We’ll get all that done, plus more! And then we will still have another 15 weeks of online training to enhance those skills and develop additional ones.

· During the next 15 weeks, for example, we will focus more on preparing printed products and on other PR writing. So, review the PRINTED SAMPLES in the first column on my http://Virtual-Institute.us/pr web site. Take a look at the excerpt from my textbook, CRASH COURSE IN MASS COMMUNICATIONS. Also review more of my work samples, under SAMPLE MARKETING TOOLS and SAMPLE NEWS MEDIA PRODUCTS. We will be reviewing these documents in class and discussing how you can ramp up your writing in similar fashion.

· During those remaining 15 weeks, you will learn how to improve your writing skills, your planning skills, your presentation skills, your negotiating skills and your overall approach to your business and career. Besides my 20 years in journalism, I’ve also been in public relations for 15 years and in university teaching 15 years. I had several parallel careers, particularly as I taught, so I’m really not 100 years old, but I have a career full of successful experience to share.

I will not be satisfied unless you are able to use all these skills to achieve success. So don't come to my opening seminar unless you're ready to go to work. We’ll have fun, but sometimes you may feel like your head is about to explode with new knowledge. The swelling will eventually go away, but the new skills you achieve will not.

LEARNING OBJECTIVES

· To provide students with hands-on practice with public relations techniques – from writing press releases and “pitch letters” to developing relationships with journalists. 
· To teach students how to use “new media” and “social media” to benefit their own organization or that of a client.
TEXTS

· “Crash Course in Mass Communications” by Dr. Ken Harvey will be provided at the opening seminar and available in multimedia format at http://Virtual-University.us . A user name and password to allow participants into all parts of the online training will be provided.
STUDENT PROJECTS & COURSE GRADES
This course involves NO tests, NO quizzes, and NO memorization, but lots of projects – projects that in many cases can relate to your actual professional assignments. Class assignments will include:
· CASE STUDIES: Participants are given an opportunity to choose an organizational case study to present to the rest of the class. The presentation is to be 10-15 minutes long, including a Powerpoint display. Participants will provide the professor with a printed and digital copy of their Powerpoint slide show, along with a written report of no more than 10 pages to post on a class Web site. 
· OUT-OF-CLASS PROJECTS: Every week each participant will have one or two out-of-class creative assignments: videos, slide shows, audios, Web  sites, press releases, “pitch letters,” fact sheets for journalists, question-and-answer sheets for journalists, executive biographies and so on. 
· IN-CLASS ASSIGNMENTS: Participants will also have extemporaneous group or individual projects in class. As noted earlier, these will be practical and hands-on, not vague and theoretical.
· VIDEO PRESS CONFERENCES: Participants will be taught principles of effective press conferences & interviews. Each will be involved in two videotaped press conferences to learn what it’s like to be on the proverbial “hot seat” so they can properly prepare when the real opportunity arrives.
CLASS SCHEDULE
	WEEK
	DISCUSSION TOPICS
	ACTIVITIES OR ASSIGNMENTS

	1
	Opening 2-Day Seminar: 20 hours total of intense instruction, plus socializing opportunities.


	 Learn technical tools and programs: How to use webcam video and  Audacity audio recording and editing, Powerpoint graphic and multimedia capabilities, still photography and graphic editing, social media sites (YouTube, Facebook, LinkIn…), and other multimedia Web sites, including live Web conferencing. 
 Learn key principles of effective PR planning.

 Learn key principles to effective written communication or script-writing.

 Learn key principles to effective interviews and press conferences, with mock press conferences videotaped.


	2
	Discussion of journalism vs. public relations and excerpt from “Crash Course in Mass Communications” at http://Virtual-University.us.

Writing and thinking like a journalist makes a better PR practitioner.

Crash Course (CC) Chapter 6-1: Review how PR should use journalism techniques and “Example Press Release”
	Out-of-class (OC) 1 Assignment:

Http://Virtual-University.us – “Crash Course in Mass Communications” assignments from Chapter 2.
Out-of-class (OC) 2 Assignment - Real Press Release: Every week participants will be asked to submit an actual press release or other PR product for professor’s review and coaching, as well as possible review and discussion with the rest of the class (your identity protected).

	3
	CC 6-2 Beginning with PR End in Mind:

· Models & Types of PR

· PR Planning

Discussion and role play relating to Kyrgyzstan airliner crash.
Have students select separate Case Studies to present to class.

“Diagnostic” sales and service (Mandeville & Covey principles)
	IC 1: Review Kyrgyzstan crash story. As group decide how PR department should handle situation on behalf of Itek Air.  (Presume Itek Air owned and operated the airplane.)
IC 2: Write a first-day and third-day lead for a press release from Itek Air about the accident. Discuss and hand in.

IC 3: Prepare a PR plan for Itek Air.
Out-of-class (OC) 3 Assignment - Real Press Release: Submit an actual press release or other PR product for professor’s review and coaching, as well as possible review and discussion with the rest of the class (your identity protected).


	4
	Crash Course (CC) Chapter 6-3: Tip of the Iceberg - Keys to Working with Journalists

	IC 4: Write a one-sentence lead based on professor’s presentation regarding public relations. 
Out-of-class (OC) 4: You are a PR specialist working for the Chinese government during the Olympics when the “Sleight of Hand” story breaks. Write a press release in response to this news so you can stop answering questions about it at the daily press conference. You can propose appropriate quotes for Olympic and government officials. Make up their names if not included in the story.
Out-of-class (OC) 5 Assignment - Real Press Release: Submit an actual press release or other PR product for professor’s review and coaching, as well as possible review and discussion with the rest of the class (your identity protected).



	5
	Crash Course (CC) Chapter 6-4: Below the Surface – Other PR Strategies & Tactics.
Discuss newsletters, direct mail, pitch letters, executive biographies, backgrounders, fact sheets, Q&A’s, graphics and photographics, multimedia, overall media kits, live functions…

	IC 5: Create plan for Puerto Rico case study. 
Out-of-class (OC) 6 Assignment - Real Media Kit: Prepare and submit for professor and class review a complete media kit.

	6
	Crash Course (CC) Chapter 6-5: PR Press Conferences, Interviews & Formal Presentations.
When and how to hold a successful press conference. Convincing journalists to interview your CEO. Speech writing for your CEO or client. Writing your CEO’s opinion piece for the news media. “Thinking visual” for TV and Internet.


	IC 6: In-class mock press conference.

Out-of-class (OC) 7 Assignment - Real Speechwriting: Prepare a 10- to 15-minute speech that you, a company executive or client might deliver.



	7
	Spokesperson training. 


	IC 7: Participants take turns delivering their speech, then respond to class questions (tough ones please!).
OC 8: Review the Case Study you have selected. Write a press release for your selected company as if you were the company’s PR person at the time of the crisis.



	8
	Spokesperson training. 


	IC 8: Participants take turns delivering speech, then respond to class questions. When speeches are completed, discuss “lessons learned.” Participants write down their own lessons learned and submit.

Out-of-class (OC) 9 Assignment – Prepare your case study to present to class.


	9
	Case Study Presentations
Include discussion of crisis management, government lobbying, etc.

	IC 9: Participants present case studies with slide show. Class discusses implications. Participants write down and submit key lessons learned.
Out-of-class (OC) 10 Assignment - Real Press Release.


	10
	More Case Study Presentations
Include discussion of crisis management, government lobbying, etc.

	IC 10: Participants present case studies with slide show. Class discusses implications. Participants write down and submit key lessons learned.

Out-of-class (OC) 11 Assignment - Real Press Release: Make this one, if you can, an audio or video press release. If not, another written one.


	11
	Crash Course (CC) Chapter 6-6: Measuring Success. 

Discuss measuring PR results and such public relations research methods as opinion polls, focus groups, etc. 


	In-class (IC) 11 Assignment: Students break into groups (online) to discuss pros and cons of different measuring instruments. Students should write down their thoughts on what would be most useful to them and submit their ideas to the instructor. 
Out-of-class (OC) 12 Assignment - Real Measuring Instrument: Create a survey or other measuring instrument to share and discuss with the professor and class.


	12 
	Crash Course (CC) Chapter 6-7: Web-based public relations. 

Review online sections relating to “How to Do Internet PR,” “Online Newsletters” with samples, and “Effective PR Web Sites”

In our opening seminars, we already learned many of the tools now used for effective online public relations. In the rush to learn the technology, however, we did not take time to discuss the most effective strategies. That’s what we will do this week.


	IC 12: As we discuss this topic, write down the elements of a company web site you would use if you were in charge.  In other words, would you use online video – why or why not? Would you use online slide shows, online blogs, consumer feedback tools, online surveys?
OC 13: Decide on one new element you will add to your web site or a client’s. Take a screen shot before and after, explain why you added this particular element, and results, if any, you have felt since installing that element.
0C 14 Start preparing final project to be due Week 16: In this fictitious (made-up) scenario, KIMEP takes over Virtual-University.us and decides to launch a new graduate program based on the automated online coursework, live web-conferenced classes, and internships. One marketing tactic under consideration is to give a PDF version of the Crash Course textbook free to every mass communications professor in the world, with permission for them to give it away free to their students. However, they will have to pay $30 a year to access the online resources, including the database of 5,000 internships. Once registered online, students will be informed about the new master’s and Ph.D programs available through Virtual-University. Now do the following:

(1) Prepare a PR plan for V-U, as discussed previously in Week 3.
(2) Write a press release to announce this new program.

(3) Prepare a letter to send to students who are already using V-U resources but who have not yet been informed about the graduate programs. Try to recruit them.
(4) Prepare a Powerpoint slideshow and speech for meetings with prospective students.

(5) If you have your own project where you can produce all of the assigned products to submit to the instructor, you can use your own project instead of Virtual-University.


	13 
	Crash Course (CC) Chapter 6-8: Working with your CEO, other organization superiors and/or client executives. 

· Training executives to support effective news releases.
· Putting words in your executive’s mouth.

· Preparing your executive for a speech or press conference.

· Convincing your executive to let you or someone else be the face of the company.
· Related Mandeville and Covey principles.


	IC 13: Send instructor a copy of your class notes on this topic, including your own ideas.
0C 15: Prepare an analysis of some time when you had to teach an executive how to do his job better without offending him. What principles did you use, and how effective were they? Might have you done better?

	14
	Crash Course (CC) Section 6-9: Working with the Advertising Department; Section 6-10: Corporate Image PR; Section 6-11: Holding Special Events.

	IC 14: Send the instructor a copy of your class notes on these topics, including your own ideas.
0C 16: Prepare a report (at least one page), reviewing your implementation of one of these efforts in your real life. If possible, provide sample PR products.
Keep working on your final project.


	15 
	Crash Course (CC) Section 6-12: International and Cross-cultural Communications.


	IC 15: In your discussion groups, brainstorm challenges in cross cultural communications. Individually write down what you believe are the top 5 challenges and hand them in by the end of class. 

0C 17: Select  an organization, product or service of your choice; study a foreign nation where you might introduce your selected organization, product or service; write a report (at least one page) discussing the potential cultural, linguistic or legal problems you might encounter by entering that new market.
Finish your final project to hand in next week


	16 

Final Class
	Crash Course (CC) Section 6-13: Ethics in public relations.


	IC 16: Write down three reasons why Covey principles and ethics in general benefit society.

IC 17: Write down three reasons why Covey principles and ethics in general benefit YOU individually.

Submit your final project, as described in Week 12.


