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APPLICATION FOR ACCREDITATION
PERSONAL INFORMATION 
CONFIDENTIAL

NAME 

                                                                      LAST                                                  FIRST                                                     INITIAL(S)

ADDRESS 

                        STREET                                              CITY                                                     PROVINCE 

                      POSTAL CODE                                    WORK TEL.                                             HOME TEL.

                    EMAIL

Number of years in public relations practice:  _______________________Year CPRS membership activated: ___________
REFERENCES

Please list three references who can attest to your standards of professional conduct.  They should also be able to indicate your standing among professional categories as a representative of the practice of Public Relations.  Two references must be accredited members of CPRS in good standing (APR).  The third reference may be from among present or former employers or clients, or others who have worked closely with you.  National Council on Accreditation members should not be used for references.

NAME 

                                         LAST                                                  FIRST                                                     TITLE

ADDRESS 

                                        COMPANY                                          STREET                                       PROV.              P.C.             

                                         PHONE                                               EMAIL
NAME 

                                         LAST                                                  FIRST                                                     TITLE

ADDRESS 

                                         COMPANY                                         STREET                                       PROV.             P.C.             

                                         PHONE                                               EMAIL
NAME 

                                         LAST                                                  FIRST                                                     TITLE

ADDRESS
                                         COMPANY                                         STREET                                       PROV.             P.C.                                   

                                         PHONE                                               EMAIL                   
GENERAL INFORMATION

By December 30, you should deliver to accreditation@cprs.ca a current résumé listing employment history with month and date of start and finish and a description of the public relations duties for each position, clearly showing a minimum of five years of full-time public relations experience.
Applicants must also submit a one-page (300-500 word) work sample overview by December 30 explaining the nature and scope of the proposed work sample and extent of their role in the project. Please refer to the Accreditation Handbook for guidance on preparing the work sample overview. 
	Do you practice or teach public relations, or administer a full-time public relations department for more than half of your working time?
	     ( Yes           ( No  


If you are awarded Accreditation, how do you wish your name to appear on your certificate?

__________________________________________________________________________
	(  I agree the above facts are correct. 

(  I agree to abide by the final decision of the National Council on Accreditation and its examiners in the matter of my Accreditation.

( I agree to allow the National Council on Accreditation to make any inquiries to my references to ascertain my eligibility for Accreditation. 

CPRS will not contact any other individuals without your consent. If you have any questions about how this information will be used please contact Karen Dalton, CPRS Executive Director.

SIGNATURE ________________________________________________________ 
DATE____________________________________




NOTE: The Accreditation Chair in your Society may offer a variety of services to candidates including information sessions, coaching, mentoring, etc.  Please note that due to confidentiality and privacy, you must get in touch with your own local accreditation chair to notify him or her of your application.

Accreditation fee is $495 + HST and can be paid by credit card or cheque made payable to Canadian Public Relations Society. Please contact National Office at 416 239 7034 for the exact total payable and to provide your credit card information by phone, if so desired.
Applications will not be processed without full application fee
Card No.                                                                                                                        Expiry date: 

Signature 
Please submit this completed form with your resume by December 1 (or the next working day, if December 1 is a holiday).  Please submit the work sample overview by December 30 (or the next working day, if December 30 is a holiday).
Guidance for Candidates

Work Sample Overview 

Each APR candidate must submit a Work Sample Overview (WSO) and Curriculum Vitae in pdf format to accreditation@cprs.ca on or before the deadline (5 pm on December 30 EDT or the next business day if this is not a business day). The naming convention for the Work Sample Overview is: SurnameFirstnameWSO, e.g., SmithJaneWSO

Form and Content 

The Work Sample Overview describes the project you intend to submit for the work sample component of the accreditation process and is contained in a one-page (300 – 500 words) description that outlines the scope of the project and your role and ownership in it. Your Curriculum Vitae must set out your public relations experience to ensure you meet the minimum experience requirement of five years of full-time public relations experience.

Candidates are encouraged to use the RACE formula to organize their Work Sample Overview and it is noted that each eligible Work Sample project must also include a budget component. The word count (maximum 500 words) must appear at the top of the page. A cover page is not required; it is sufficient to include the candidate’s name, member ID number, date, proposed title of the work sample project and word count at the top of the first page. The name, member ID number, date and title of the work sample do not factor into the total word count.

Evaluation Criteria 

SCOPE

For the project scope, the Deputy Presiding Officer of Eligibility will review to assess:

1. An overview of the project, meaning that the project is multifaceted, incorporating a variety of communication approaches (Single deliverable program, e.g. one seminar or one report, will generally not meet minimum scope guideline).

2. The organizational and public relations goals the project was intended to serve and how these relate to the evaluation of your project, meaning the project must clearly serve a stated public relations goal and the overview mentions how this links to an organizational goal and the overview refers to the ability to evaluate the outcome, not just the output of the program or project.
3. The approximate date of your project; the project must have been completed (evaluation finished) within three years prior to the full work sample submission date of April 1.

If a candidate does not meet the minimum scope standard, s/he can elect to proceed with the work sample, addressing the weaknesses identified, in order to increase the likelihood of success. No appeal is required. The candidate’s alternative is to voluntarily withdraw from the accreditation process until a suitable project is available that meets the scope standards.

ROLE AND OWNERSHIP

For the project role and ownership, the Deputy Presiding Officer of Eligibility will review to assess:

1. Your involvement in the decision to launch the project, or the point at which you became the lead public relations practitioner for the project and your involvement must pre-date the commencement of the analysis. 

2. Your role in the research, analysis, communication and evaluation related to the project and you must have had some direct involvement in at least three of the four RACE elements.
3. Whether you worked alone, as team leader, or as a member of a team.  If you worked alone, that is fine or if you were the team leader then you must have been responsible from the start of the project and ensure you meet the requirements of #2 above. If you were a member of a team, you must have been solely responsible for activities serving a specific PR objective.

4. The staff or consultant support available for the project and your involvement in the project or program must not be limited to staff or consultant supervision.

If a candidate does not meet the minimum ownership standard, the work sample project is disqualified the candidate may appeal to the DPO (Appeals) care of the National Office within 15 days of receipt of the decision with the submission of a new Work Sample Overview providing additional information that clearly sets out the role and ownership. 

PUBLIC RELATIONS EXPERIENCE

For the candidate’s public relations experience, the Deputy Presiding Officer of Eligibility will review to assess:

That the candidate meets the minimum experience requirement of five years of full time work in public relations.  This is a strict standard and will be assessed based on the month and year of employment in each public relations position listed in the candidate’s curriculum vitae.  A candidate should include some detail on the duties of the role to allow the DPO Eligibility to determine if this was fully a public relations role or if only part of the time was spent on public relations work, in which case it may count for 50% of the time.

If the candidate does not meet the eligibility requirements (five years of experience in Public Relations and three positive references, of which two are APRs), the candidate may appeal to the DPO (Appeals) care of the National Office within five days of receipt of the decision, supplying additional information or evidence to support eligibility.

A candidate who does not meet the minimum experience requirement is not eligible to enter the accreditation program and may request a refund of the accreditation fee, minus a $50 + tax administrative fee or may request a deferral to re-enter the following year, if less than a year of experience is missing.

Candidates should note that a decision by the DPO Eligibility that the candidate is eligible to proceed, following assessment of the Work Sample Overview, does not guarantee that the full Work Sample will receive a passing grade. The full Work Sample submission is due on April 1 of each year and is graded based on the grader rubric (please see Work Sample Guidance for more information).

Deferral before submission of the full work sample

If the candidate has been judged eligible following the review of the Work Sample Overview but is unable to submit the full work sample by the April 1 deadline, s/he should send by email a deferral request to national office and national office will confirm the deferral has been accepted. The candidate must then contact national office [accreditation@cprs.ca] by December 1 to confirm the s/he will be using the same work sample project. If the candidate wishes to use a different work sample project, s/he must submit the Work Sample Overview for the new project by December 30, along with an updated Curriculum Vitae.

Withdrawal before submission of the full work sample

If exceptional circumstances prevent the candidate from continuing and the candidate decides to withdraw completely from the accreditation process after having passed the eligibility review, the candidate will forfeit $295 of their fee and receive a refund of $200. The candidate may then begin the process again in any subsequent year, with a completely new work sample, and with payment of full fees for that year.
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