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The proposed teaching and assessment methodology that appear in the guide may be subject to changes as a
result of the restrictions to face-to-face class attendance imposed by the health authorities.

Prerequisites

The proposed teaching methodology and evaluation activities may undergo some modifications depending on
the health authorities' attendance restrictions.

Being a fourth-year subject, it is assumed that the students must be able to express themselves in writing and
orally in their own languages, in addition to mastering the different journalistic genres. They must have initiative
and ability to learn, and must be aware of current issues.

Students will need to consult the official email and the open space in the Moodle Classrooms because it is the
way of communication tools between the faculty and students throughout the semester.

Objectives and Contextualisation

- Achieve the relevance of the Communication Offices for the diffusion of the activity that the Organizations
develop abroad but also internally for their workers.

- Know the standard structure of a Communication Office, in case you have to create one or be integrated into
one to be part of your workforce.

- Learn the information dissemination systems, internal and external, of the communication cabinets and
master the basic techniques (writing, preparation of events, creation of agenda, etc.).

- Know the elements to take into account for the development of a communication plan.

- Have elements of judgment to know how to manage information crises in the Organization.

- Value the ethics of communication, journalistic deontology and professional relations between the
Communication Offices and their audiences.

Competences

Abide by ethics and the canons of journalism, as well as the regulatory framework governing
information.
Demonstrate a self-learning and self-demanding capacity to ensure an efficient job.

1



1.  

2.  
3.  

4.  

5.  

6.  
7.  

8.  

9.  
10.  
11.  
12.  
13.  

Demonstrate a self-learning and self-demanding capacity to ensure an efficient job.
Demonstrate adequate knowledge of Catalonias socio-communicative reality in the Spanish, European
and global context.
Design, plan and carry out journalistic projects on all kinds of formats.
Develop critical thinking and reasoning and be able to relay them effectively in Catalan, Spanish and a
third language.
Differentiate the disciplines main theories, its fields, conceptual developments, theoretical frameworks
and approaches that underpin knowledge of the subject and its different areas and sub-areas, and
acquire systematic knowledge of the medias structure.
Disseminate the areas knowledge and innovations.
Generate innovative and competitive ideas in research and professional practice.
Relay journalistic information in the language characteristic of each communication medium, in its
combined modern forms or on digital media, and apply the genres and different journalistic procedures.
Respect the diversity and plurality of ideas, people and situations.
Use ones imagination with flexibility, originality and ease.

Learning Outcomes

Analyse information processes, as well as the trends and theories that formalise them in the planning
process of press offices and institutional communication.
Analyse the theories on advertising, public relations and corporate and institutional communication.
Apply the professional ethics of journalism to strategic communication in the field of press offices and
institutional communication.
Apply the technologies and systems used to process, produce and relay information in the field of
strategic communication.
Appraise the impact of technological innovations in the running of the Catalan and Spanish
communication system.
Demonstrate a self-learning and self-demanding capacity to ensure an efficient job.
Demonstrate knowledge of how public figures communication strategies are conceived and
disseminated on the basis of the main current debates.
Develop critical thinking and reasoning and be able to relay them effectively in Catalan, Spanish and a
third language.
Disseminate the areas knowledge and innovations.
Generate innovative and competitive ideas in research and professional practice.
Plan and execute journalistic projects in the field of press offices and institutional communication.
Respect the diversity and plurality of ideas, people and situations.
Use ones imagination with flexibility, originality and ease.

Content

1. From the Press Office to the Communication Office

- The relevance of information management for Organizations

- Definitions

- Functions and general characteristics of the press and communication offices

- The main areas of action: companies, the Administration and Nongovernmental organisations (NGO).

- History of Communication Offices

2. Creation and Organization of the Communication Office

- Structure of the Communication Office:

The communication director

The image consultant (verbal and non-verbal communication)
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The image consultant (verbal and non-verbal communication)

Departments specialized in press, audio-visual, graphic image and documentation.

- Internal communication in the organization

- External communication: the visibility of the organization to the mass media

- Other forms of communication management

3. The communication plan of the Organisation

- The internal plan

- The external and mas-media plan

- Crisis management

4. The working tools of the Communication Offices

- The agenda

- Channels of transmission of external information

Press releases

Press conferences

Declarations

Interviews

Informative dossiers

Opinion articles

Publications: magazines, catalogues, etc.

Regular meetings with journalists

Advertising and public relations

- The channels of transmission of internal information

Intranet

Regular meetings with members of the organization (assemblies, petit committee meetings, welcome sessions
...)

Publications: newsletters...

Posters

5. The Online Communication Office: new challenges, new horizons

- The website and the Virtual Press Room

- Tools for communication, production, updating and content management

- The community manager

6. Deontological code and professional behaviour in the Communication Offices

- Ethics of communication
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- Ethics of communication

- Communication versus marketing

- Right to information

- Relationship between journalists of the Cabinets and journalists of the mass media

The content of this subject will be sensitive to aspects related to the gender perspective.

Methodology

Theory classes: There will be a detailed presentation in the classroom of the theoretical contents of the
syllabus, which is what will allow the development of practical teaching and achievement of the competencies
defined for this subject. The master classes should encourage reflection and joint debate, and are a necessary
element to promote the self-learning of the students.

Practices. The practical teaching allows the student to assess the evolution of their learning and places it
before the simulation of real cases. The practices are complemented with consultations of tutorship's that have
the basic objective of providing formative, personal and professional guidance, and especially guidance to do
the group course work.

Throughout the course, visits to press offices of specific organizations and / or conferences of experts are also
organized, to make known the functioning of real press offices. You can do punctuated exercises from these
visits or talks.

In this subject it is considered that the practical part must have two types of exercises. On the one hand, there
will be a supervised group work, which will be carried out fundamentally in the study hours of each student and
that will have to be orally presented before the teachers and classmates in the classroom. On the other hand,
individual exercises will be carried out in the computerized classrooms during the practice sessions or at home
if they are related to external visits to organizations where they will explain to us how the respective
Communication Cabinets work. There will also be a test of the theoretical content to know how the student has
achieved knowledge of the subject explained in class.

The detailed calendar with the content of the different sessions will be presented the first day of the course. It
will be uploaded to the Virtual Campus, where students will also be able to access the detailed description of
the exercises and practices, the various teaching materials, and any necessary informationfor the proper
follow-up of the subject.

In case of a change of teaching modality for health reasons, teachers will make readjustments in the schedule
and methodologies.

Activities

Title Hours ECTS Learning Outcomes

Type: Directed

room sessions, case studies, students oral expositions 20 0.8 4, 9, 10

Type: Supervised

tutorial meetings 12 0.48 13, 4, 6, 9, 10

Type: Autonomous

exam, writing the report grou 60 2.4 4, 6, 8, 9, 10
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Assessment

When dealing with continuous assessment, it is compulsory to attend class. The subject consists of the
following evaluation activities:

Activity A- 20% on the final grade. Exam. Control of knowledge, based on a content test.

Activity B- 35% on the final grade. Course work. Autonomous group activity with supervision of teachers. The
report consist on creating the plan of the Communication Office for an Organization that does not have one, or
evaluating an existing Communication Office. The faculty will provide the characteristics to be taken into
account for the election of the organization, which must be accepted by the teachers. 10% of the grade will
correspond to the oral presentation to teachers and students. 25% of the grade will be for the written content of
the work.

Activity C- 40% on the final grade. From 5 to 7 individual tests in the classroom, directed and supervised. Each
test will be between 5% and 10% on the final grade, depending on their difficulty. It will be specified in the
teaching planning document of the subject, which also indicates the detailed calendar of the activities to be
carried out throughout the semester and that is hung in the Virtual Campus at the beginning of the semester.

Activity D- 5% on the final grade. Control of knowledge of theory classes, without prior notice from the one
explained to the session.

To be able to pass the subject, it is necessary to obtain a minimum grade of 5 points in all the activities. The
result will be:

A (20%) + B (35%) + C (40%) + D (5%) = 100% final grade of the subject.

Revaluation:

The student will be entitled to the revaluation of the subject if he or she has been evaluated of the set of
activities the weight of which equals a minimum of 2/3 of the total grade of the subject.

Second Enrolment:

In the case of a second enrolment, students can do a single synthesis assignment that will consist of the
accomplishment of a practical exercise where the student will have to demonstrate his/her theoretical and
practical knowledge of the subject. The grading of the subject will correspond to the grade of the synthesis
assignment. The student who wants to do the single synthesis assignment, must tell it to the teacher during the
first three weeks of the course.

Plagiarism:

The student who performs any irregularity (copy, plagiarism, identity theft…) will be qualified with 0 this act of
evaluation. In case there are several irregularities, the final grade of the subject will be 0.

Assessment Activities

Title Weighting Hours ECTS Learning Outcomes

Exam 20% 3 0.12 1, 6, 8, 9, 5

Individual exercices 40 % 18 0.72 1, 3, 13, 4, 6, 8, 11, 5

exercices in class room 5 % 2 0.08 1, 2, 3, 13, 7, 8, 9, 12

group report 35 % 35 1.4 1, 2, 3, 13, 6, 10, 12
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