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CAL HARVEY

TO THE READER

This comprehensive picture of Employ-Ex, its philosophy
and its successes will be a valuable and powerful tool for many
people over many years.

A tool for those of us Tucky enough to work for Employ-Ex--
now, and, in the future. A great tool for anyone anywhere
with the desire to help ex-offenders realistically.

The author, Bruce Boggess, not only has done a beautiful
and logical job of designing and compiling, he has lived and
breathed this project and its phiiosophiés for many years.

To everyone fortunate enough to have this book, realize
you are blessed with the distillation of blood, sweat and tears
cantributed by many dedicated people.

I charge you to use this guideline and refer to it fre-
guently. We must profit by the successes of those preceding us.

Once again, Bruce, we thank you.

Cal Harvey

PROVIDING BETTER ALTERNATIVES TO CRIME
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HISTORICAL PERSPECTIVE

Employ-Ex has its roots in the Colorado State Penitentiary in
Canon City, Colorado, where its founder, Bruce Boggess, served ten
years of a Tife sentence. The concept grew out of his observation
that so many of his friends, highly motivqfii&ggqn their release to
yet a job, go straight, and stay out, returned again and again to
this place despite their determined efforts to make it on the streets.
Convinced a solution lay in the social systems in the community, he
envisioned a project that could bring these forces together to
provide alternatives for the ex-convict.

Boggess' release in early 1972 coincided with the announcement
of a three-year, $20 million program in Denvgr,‘part of the federal
Law Enforcement Assistance Administration's (LEAA) nationwide effort
to combat "high-impact" offenses. He talked to many people and wrote
several drafts of the proposal in the months that followed, simulta-
neously working as a landscape consultant for a local nursery.

Interestingly, the first person to voice support of the concept
and program was the DPD Administration Division Chief, Arthur Dill,
later to become Denver's police chief. Other early supporters were
(. Winston Tanksley, then Colorado Chief Qf Corrections; Gordon Heggie,
State Parole Board Chairman; and Minoru Yésdﬁ, chairman of the Denver
Anti-Crime Council, the Denver Mayor's adviSbry body, and long~time
director of fenver's Commission on Community Relations. The Denver
Anti-Crime Council (DACC) approved the Employ-EX grant application in

August, and the State Division of Criminal Justice in September, 1972.




That same menth, three ex's joined Boggess, and the four of them worked
on a voluntary basis in space donated by the Commission on Community
Relations.

It would be difficult to find a more inauspicious combination
of people than Bruce Boggess, Johnny Hughes, George Benningfield,
and Walter Sparks. Armed robbery—homicide, organized crime,
bank robbery, burglary and other felonies had been their lot. While
the nature of their crimes had varied, they were bound by its causes
and effects and, together, they came to be synonymous with ideas and
ideals of Employ-Ex.

On December 5, 1972, Employ-Ex opened its doors at 1150 Delaware
Street, having won a pilot grant of nearly $100,000. Since then the
project has moved to larger quarters, and doubled and quadrupled its
original grant, to accommodate ever-growing demands on its services.
Two 12 month grants were, in the third year, extended to 23 months, a
welcome tribute to its effectiveness in meeting and beating objectives.

By the fourth year, the single funding source had multiplied to 5
different local, state and federal agencies. Also during the fourth
year, Boggess carried out his long-term p[an to go into business for
himself. On July 1%, 1976, Cal Harvey-~himself a former offender--
accepted the reins of Employ-Ex, and Boggess, pursuing some business
ventures in addition to criminal corrections consulting and lecturing,
is practicing what he preached: hiring ex-offenders.

A1l of the original staff, except Walter Sparks, have Teft the
organization. "Sparky", at 70 years young, maintains a proprietary interest

in quality of services, while Cal Harvey--as a former offender and
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businessman who can relate to the needs of both--projects a new but

equally effective image.

Emily Jones
December 17, 1976



PREFACE

This guide is a product of how we did it at Employ-Ex. Aside from
demonstrating what made Employ-Ex tick, we had several other reasons for

putting this togetner.

Orientation for Staff

While Employ-Ex has a number of brochures, leaflets, a newsletter
and miscellaneous reports traditionally used to acquaint new staff and
the public with its aims and achievements, it has never before included
all aspects of its operation in one publication. While it did, in its
infancy, print detailed procedures in valunteerism, job development, and
operational policies and procedures, the project's survival and the re-
development of approaches and refining of po]fcies made it difficult to use
these guides on an ongoing basis. We envision this guide serving a valuable
function in orientation of new staff and as a ready reference guide for

existing staff and members of the Employ-EX Board of Directors.

Program Preservation

Most community-based projects accept financial uncertainty as a way'
of life. The people who work in them aécept the insecurity in their lives
in exchange for the rare opportunities they provide to better--however
briefly--the human condition. Many of these programs that spring up,
exist for awhile and disappear for lack of funds, are inconsequential.

But even those that succeed in changing the course of many lives usually
Teave nothing to mark where they have been, ’Their records gather dust,

awniting the moratorium before they can be legally destroyed. Valuable or
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or not, their experience was lost to posterity. This guide will ensure
that, if and when Employ-Ex bites the dust, 1ts experience and learning will
survive to perhaps be applied in another project or concept down the line.

Frequently, Employ~-Ex receives inquiries from around the country
relating specific problems and requesting both general information and
particulars about some aspect of the project. Employ-Ex of course Js
no cure-all for community corrections. Nor is any project completely
transfervable from one Tocality to another. We believe the philosophy
and the policies that emanate from the phiiosohhy are unjversally
applicable. Even the procedures can relocate, fo some degree, in another
project. ‘

This publication should always be considered a draft. Further
additions and improved material organization are aiready in process. No
doubt the project, and others, will continue to challenge and revise the
Employ-£x Source Book, both in concept and mechanics. It i3 our hope
that each reader will contribute ideas and approaches to further the

effectiveness of the Employ-Ex concept.
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| GENERAL PROGRAM PHILOSOPHY -

Parhlcipanf No. One

The core of hmp1oyrEx ph1losoph<;“ : _“The participant is No. QOne."
A1l decisions, staff needs and PTQCeduVES emanate from this basic approach.
Priorities Foo]ow then, 1n order. ta 1n61ude the "prOJect existence"

and, running a close third “staff needs "

Putting It To Work |

Putting these 1daa1is£ic‘notions<to wark 1s not impossible when
the appropriate staff and Bbard QF Directors are invo]Ved. Such a philosophy
calls for a bighly committed, enthusiaﬁ#ib‘and,altruistic staff without a
career focus on the project‘ ‘EaCh 15 expected 10 ‘take on his/her position
with the understanding that tbe part1cwpant and the progect surpass individual
staff needs; and individual stafT are expected mo g1ve their best, 1In
return, tmploy-Ex provides am atmosphere va per%onai growth Seldom have
we seen a staff member fail ﬁo grow durwnq h1s/her tenure 1n the progran.
Sinen yaar—towyearfunding prnhwbwts Jﬁb‘SQCUTWty in agencies such as Employ-
bz, staff should regard their jobs as;part of & career ladder without an end

in ttself,

GetLing the Job Done
The procedures employed by Emplpy-Ex to get the job done have
improved often in its short history. Sq,;toya lesser extént, have its
policies. Example;mafor a brief time, the po1f¢y was to hire ex-
offendors (praferab]y‘maTe)'onTy, in counseling positions, based on the belief

that you had to be one to help one. Impreésed by a woman who applied for a

Group 1, Section A
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service staff position, the decision was made.to see whether such a person
could work effectively with:ex~c6nvfcts. She did and the policy was changed
accordingly. o .

But this and other mechanicaT changes were based on an unchangihg
belief that "the best idea is the boss.” And the best idea is the one

that works: Lo effectively serve the best 1nterests of ex-offenders,

the men and women served by the project. To that end, a number of ideas
have been found to work and remain as the program's philosophical ahchok.
The principle of self-help--the idea that the only genuine help comes from
one's personal investment in his or her own présent and future; the

positive_approach, based on the simple premise that positives add and

negatives detract; the realization that changed conditions can alter behavioral
responses are all constants in the Employ-Ex philosophy, because they have

worked.

Foundation

Because Employ-Ex was conceived by an ex-offénder,‘designed by
an ex-offender for other ex-offenders, and implemented primarily by ex-
offenders, the focus for all relationships and activities derives from the
gx-convict--the Employ~Ex §art1cipant~~who Jooks to us for alternatives

Lo crime.

Group I, Section A
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The Participant

At Employ-Ex, we have participantsfpéther than clients. While the
“participant” Designation lacks exactness; we've never found amore accurate
term to describe our target population. Participant describes a method, a
relationship, and a goal. The method is a cooperative one, i.e., staff
works with--not for-- individuals. And the goal is certainly greater par-
ticipation of ex-convicts in community 1ife.

Moreover, the traditional term, client, assumes an unequal relationship,
that of "helpee" as opposed to "helper." We see participants helping them-
selves as those who are participating with the staff in their own future, and
tharefore contributing to the well-being of our community.

Participant needs are at the center of all project decision-making,
since all decisions must serve the interests of the participant's self-
sufficiency in the community. If a decision made for improved office
efficiency tends to negate the participant's interests, it's a bad decision.
Appointments, for example, may help the services staff member regulate his
~or her work better, but it creates an inaccessibility to the participant
whose needs are immediate and could, left unsatisfied for a period of time,
lead to criminal solutions.

Most ex-offenders leave penal institutions resourceless and i11-
prepared to cope with the many problems which make their readjustment to society
difficult-~problems such as no mchey or source of income, lack of adequate
housing, food, or clothing, family conflicts, responsibilities and aliena-
tion, previous addictions to drugs or-alcohol, rejection by society and

the attendant impoverished self-concept.

Group I, Section A
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Ohvivusly. continued social and economic rejéct1on will bring about
the ex's gravitation to former asseciates and 1]1icit activities, and
eventual return to the criminal justice process--unless an alternative
direction exists. Employ-EX provides the rallying point and the alternative
direction for the ex who wants to turn himself or herself around. The
participant seeks emergency resources, a source of income, vocational
training, education and, frequently, friendship.

Most of our participants are either on: parole or probation and come to
us from the street. A number are inmates-at the Colorado State Penitentiary
or Reformatory, within six months of‘re1ea5el Some are seasoned felons, ,
having served a large part of their lives in one or more state and/or federal
prisons; others have been confined only a few months. Some, on probation,
have never been behind the walls; others have never been to trial, coming’ -
to us from pre-trial diversion. MaTes~or females, all have been‘charged

with or convicted of a felony.

Relationship of Participant-to Program
The relationship of the participant to the counselor, specifically,

and the proaram generally, embodies the phﬁlosophy of Employ-Ex. The

relationship is a fine balance betwéenjaccountabilityiand infbrma]ity.
The informality tempers any inclination toward cTinica] attitudés and
of ficiousness, and accountabi1ity ?equi}ements built into the structﬁre
discourage the tendency‘to become ﬁéé cgsUa1‘in the carrying out of

responsibilities, both by staff and participants.

Group 1, Sectibn A




While every participant hasvd1rect'62#&33 to a counselor on staff,
his relationship is with the antifééﬁrogﬁé%,' Thﬁs,is evidenced in the
simple fact that participants becdméﬁacq;éinted with several staff members
in the course of the self-help process,.quite spontaneously. They, of course,
become acquainted with the receptionist who greets all visitors, the
counselor to whom they are assfgned, the counselor's teanmate, or participant
coach, who assists in obtaining resources, job development, transportation,
and other counseling functions, the staff member who runs the job preparation
workshop, the intake clerk who takes all preliminary information, fhe program
secratary who helps set the margins when-a participant wants to type his or
her resume, the fiscal officer who givesbnut the‘$5 emergency food coupons,
food and other emergency resources, the job developer who asks specific
information to determine suitability for a particular job opening, or just-
someone who smiles and says hello. Supportive and administrative staff
bicome ocquainted with and take a personal interest in a few participants

who often seek them out to exchange bits of news, problems, or aspirations.

The accessibility of many people creates the cémfortab1e atmosphere
that makes Employ-Lx more than a serviceﬁégency. ‘I1t's a place ex-offenders
can identify with as individuals with speéffic and unique strengths and
weaknesses.  The search for companionship asg we11 as services is better
satisfied when there is a diversity of pecple to relate to.

Diversity is probably the key to the participant to program

relalionship, because 1t neutralizes any tendehcy to characterize parti-

Group 1, Section A
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c¢ipants as a group, or staff as a grdup; (Distinctioﬁs between staff and
participants tead to the he?pér vs, helpee concept, and the resulting
peaple-processing operation,) - |

Staff composition becomes crucial 1nfﬁa1ntaining the equal or peer
relationship of staff to participants. It would be quite impossible for
a participant or observer of the project to find a common characteristic
among the Employ-Ex staff members, other than theﬁr,hatural or acquired:
ability to relate effectively with other people, Educational backgrounds
range from high school dropout to degree qualifications; co1or, from black
or brown to white; ages have ranged from 21 to 70; social histories, from
prison to the nunnery; religious leanings frnm devout Protestant to agnostic;
and social orientation from street people,fo staid and stolid guardians of
family 1ife. While staff members jea1ousfy guard their individual Yifestyles,
they are eqUa]?y protective of the rights of others in this respect. The
exceptional value placed on individuality 1s a commgn bond among staff,

carried over into their relationship with participants.

The wide diversity of people on staff is not an accident. Since staff
are selected on the basis of abilities to relate to others, Employ-Ex does
not need to train people how to relate. .1ndeed, staffﬂtraining around
counseling techniques has met with consi&ékﬂb]erresistance from the staff,
who tend to resent any encroachment on the individuality of their styles,
or any attempt to “standardize" their free-form reiatiohships with their
participants. They welcome eXposOre'to other methods, but reserve the right

to pick and choose what they accept, and to reject what doesn't fit their style.

Group I, Section A
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While this resistance to regimentation of style can frustrate any desire
to package a program, it does in fact défihg,an important part of the
Fiploy~Cx package: the eclectic coUhseIinQ‘Sty1e; ”Counse]br" is a title
ndoptad for want of a better term. The Employ-Ex counsélor seeks to promote
favoréb]e conditions in which the rﬁrticﬁpant can reach his or her goals, but
does veyry 11ttle counseling per se. Sessions are always oriented to the
practical considerations of needs and resources to meet those needs. The varying
styles of counselors and Coaches (who operate as teams of two), respond to the
varying needs and persoha]itﬁes of participants. For example, one counselor
is particularly effective in finding excellent jobs, but it takes some time
to accomplish this, If that counselor gets a participant who needs a job right
now, that need will be accomplished by another who has a facility for achieving

fast, though not necessarily ideal, placements. This temporary placement

gives the original counselor time to develop a more permanent situation.
In this and other ways, the diVérsity of counseling styles complement each
other, and bring a comprahensivg, humanistic response to the needs of
participants. |

At the hase of this humanisticvapprqagh:is,a respect for the human
condilion, dand a belief in the sa1vageabf[ityfof «i1 participants, including
the “habitual™ or “incorrigible” offendet;* This belief emanates.from the
facl that some staff members themse}ves have gone through traumatic changes

in thelr personal Tives, although not necessarily involving the criminal

Grouyp I, Section A
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justice system. Aware of the changes they themieTQES and several co-workers
(carlier adjudged irretrievable) have survi&éd; constantly repudiates the
"once a criminal, always a crfmina1” myth,‘T B

Inasmuch as participants are not regarded'aéy”ciients“, there is no
cateqorizing of “"criminal type", ejther by specific offense or current
status in the criminal justice system, except for research purposes, nor
is there a particular language reservéd fof participants. In fact, there
is no difference. Or more accurately, there are so many differences withjn
both groups, that no group differences are distingﬁishab]e.

If there is any similarity in style, it is the simple rewarding with
praise and hoop-la any successful attempt by<a participant to help him/herself.
That success can be anything from showing up for a job interview or getting
into the office at 8:00 for the Job Preparation Workshop, to holding onto
a lucrative job for a year. Counseling responses to lack of motivation
vary both with the counselors and the persons they are working with., Dis-
appointment can be expressed in a sizzling anger or a sad look or an expletive,
but participants never are left without the certainty of a response that
tells them someone cares. |

While counseling staff share many differences, they sharé common
information and orientation to the prob]emsf,néeds and experiences of ex-
convicts. They generally know when they're beeing conned, and how to cut it
short. They know generally how the po]ice,ffnStitutions, probation and parole,
and the courts operate, and they know some of the social and economic depri-
vations that lead to criminality. With this informational background, they

don't need to go into the specifics of one's social and criminal background.

Group I, Section A
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They are interested in, and put the bulk of their efforts in, resource

develapment for ex-offenders,

Group I, Bection A
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Participant Relationship to the Community

To the person who has experienced society's punishment/rehabili-
tation system, and the deprivétions thét Ted him or hér into that
system, the community represents a negative‘?orcé--frustration, rejection,
and alienation. Changing that orientation takes a number of successful
experiences in the community, a good job, recognition for job success,
non~threatening associations, etc. A1T of those experiences cannot
be provided by Employ-Ex. While we can make the connection from
participant to community resource, the community ultimately provides the
circumstances in which success may be obtained,

But community integration is a two-way street. Thé community,
too, has traditionally seen the ex-convict as a negative force, one that
threatens safety, possessions, and profits. ‘Businesses carry expenSive
theft insurance and security systems because. of that negative force., Failing
to relate the criminal threat with needs, the éommuhity has grown up with
fear~inspired myths regarding ex-convicts, reinforced and magnified by
news reporting and dramatizations relating to crime and the criminal. The
comnunity, too, needs positive experiences with ex-offenders.

Acceptance of the program by the community implies understanding
and acceptance of the ex-offender into the social and economic structure
of the conmunity. This acceptance fosters greafer cooperativeness and the
will to succeen among participants, which in turn, facilitates the flow
of material and human community resources 1nfo_the‘program. The community‘
welcomes the realization, at Tong last, that criminality hasya some-~

times rational basig, and welcomes the fact that there are, indeed,

Group I, Section A
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ways they can be a part of the solution., Such resources expand the
opportunities for community interaction and the participant. Finding
(possibly for the first time) axnumber of alternatives to criminal
behavior, the ex can experience a new identification with the com-
munity, and resulting positive behavior.

While much of this interaction is indirect, a great deal more
is direct, particularly in the job preparation and placement phase
of the self-help process. (See job preparation and job placement
procedures.)k Interaction with the community begins in a limited way
through exposure to personnel people who assist in the workshops.
Job interviews further expand the relationship, until actual placement,
when interaction includes supervisors and co-workers, and/or in the
case of educational or voaationaj;trafning placements, teachers and
¢lassmates. When the community s Tboked to for social as well as
gconomic sustenance, the transition {s considered to be complete.
The ease with which a participant integrétes himself into the com-
munity depends largely on the degree to which self-advocacy skills
are developed. Self-advocacy, inbturh,'depends on the degree of
self-confidence attained. The importance‘of self-advocacy to success-
ful social, personal and economic integration into the community has
significance for future programming, as explained in "research and

evaluation."

Group I, Section A
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Self-Help

Resourcefulness oh the part of a pakticipant is rewarded by the
project, as it is by the community, If some criminality stems from
various forms of power1essness, we believe, so does socioeconomic
success derive from the ability to search out resourcesband advocate
tor one's self. Built into the Employ-~Ex structure are techniques

that encourage assertive behavior.

Satisfy Needs, Not Wants

Since you can't ask people ﬁq pu]iwthemse1ves up by the bootstraps
who don't have boots, it's necessary to see that basic resources are
provided on a temporary basis, wﬁen no other resources are in sight.
Most participants come to Emp]oyeEg after their own resources have run
out., They may need such thing§ aélsheiter, fodd, transportation and
clothing, and these are provided as quickly as possible to avert their
resorting to illicit means cf’sngivaf.‘ |

But emergency assistance'doésn't include luxurious surroundings,
taxicabs and sirloin. Obyiously, a per§0nkwho has come out of an
institution seeks the se1f«satisfaction‘df,many créature comforts denied
for so long. These desires are naturalfand a prime mover in the self-
help process because they are aﬁ 1mportagt part ot self-motivation,
and infinitely more effective than counseling in the process of getting
and keeping a job,

Giving people assistance in the form df roney diminishes the
value of the paycheck>and the efforts that Tead up to that event. The

freedom to spend money as desired is generally an earned freedom.
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Emergency assistance is therefore in the form of goods and services,

but never money. This applies as well to loans by the staff or project,

khile gifts don't impose obTigation, 1oéh5 create the unequal relation-

ship that hampers objective commuhfcatiOn as soon as it becomes due and payable.

Obviously furthey contact‘maylbéiimpaired if not halted altogether.

Promote Voluntary Participation

Most participation in the program is voluntary. Individuals who
approach the program and remain involved of their own accord have a
greater investment 1n and commitment to the program, and work harder
to achieve succeﬁs than involuntary participants (see Policies Affect-
ing Criminal Justice System). The program, therefore, does not
actively recruit participants. Rather, they ake attracted to the
project, in three ways: word-of-mouth referrals from fellow inmates,
probationers or parolees; formal 1inkages with large referral agencies;
and indirectly, via mass media presentations aimed at the general
public in the course of soliciting resources for the program. (Despite
this inaction in the matter of recruitment, demands for services have
been heavy from the beginning.) This policy requiring the participant
to take the first step--call in, come in, or write {or ask someone else

to write a letter)-~ stabilizes the self-help philosophy.

Make Services Contingent on Self-Help

Occasionally, an individual will apply for services in order to
impress a parole officer, or to get emergency assistance of some kind
until he or she can hustle more resources somewhere else. We give

everyone the benefit of a doubt where emergency aid is concerned.
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But when that person doesn't showvup for -the Job Preparation Workshop
or for job interviews that have beehﬁarranged, further emergency aid
is refused unti] that next step is ﬁakeﬁ. Continued services are
contingent on the participant's readiness to help him or herself. On
the other hand, individuals who keep their end of the bargain can
request an extension of housing, food,.etc,  Wherever

possible in the emergency aid procesﬁ, participants are shown how,

or asked to participate in the acquisition of emergency resources.

Emphasize Assertiveness Skills

Counseling and job preparation activities, through such exercises
as mock jobh interviews, are designed to equip the participant with
self-advocacy skills for a variety of situations. Participants are
often encouraged to do their own job development, a function fnitia11y
assumed by direct services staff. Persons who get their own jobs |
through individual assertiveness seem to adjust better in the Tong run.
Whether their assertivehess was a result of their aséociation with the
project or an innate part of their character is a moot point. The
important thing is that the correlation;between assertiveness and job
success 1s striking;‘ For this reason, assertiveness skiT1 training

is being built into the self-help process wherever possib1e.

Change Conditions, Not People

Employ-Ex believes that conditions can be changed, but that people
change themselves, Changing one's self is se]f—he]p. We therefore
promote favorable conditions by expandﬁng opportunities 1in the commuy-

nity, believing that the more options one has to support and entertain
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oneself and relate with other people, the less need to resort to
criminal behavior, When we vest enough of ourselves in our jobs,
families and communities, stranger~to«stranger criminality is less
feasible or desirable. Obviously, the counselor must find out what
the problems are, but the next step is to create conditions in which

those problems may be personally resolved or coped with.

Encourage Realistic Expectations

Employ-Ex staff members make no promises to participants. The
word of the staff represents project credibility and any failure to
live Up to promises damages both the credibility and hopes built up
by the participant. Rather than promise, the staff demonstrates that
"if you make an effort for yourself, we'll make every effort for you."
Discouraging the somethinq-for—nothing expectation is realistic because,

in our society, it seldom exists.

Utilize Existing Resources

Realistic expectations are bolstered with the fact that emergency

assistance rendered to participants amounts only to the bare essentials

for existence. External (rather than agency-provided) resources are

utilized wherever possible,

Keep Communications Direct

When a prospective participant contacts us through another parti-
cipant, lawyer or other person, our reply is directly to the person

seeking services, with a copy to the party who made the veferral. This
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direct communication tells the participant our commitment is to him

or her, But 1t also says the participant--not the person who inter-

vened--is the respopsible party. We support assertive efforts without

advocating for people we serve.
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POLICIES AFFECTING PARTICIPANTS

Peer Guidance

1t's been suggested that peer ahd guidance are contradictory terms.
However, we hold that, to the extent{that,péérs fnf1uence one another's
attitudes and behavigr, they guide. These policies reflect the nature
of this helping relationship among equals. Cbllectively, they mean:

he a friend.

Treat Participants as Equals

Slaff wembers are on a first-name basis with participants, and
communicate in a straightforward mammer. Plain talk is in; rhetoric or
atfection is out.

The staff is encouraged to socialize with participants in a positive
manner,  Staff members may invite’partfcipaﬁts 1ntoxtheir homes or share
funch, physical education time, or other activities, as long as these do not
creatoe dependency or physical entang]emenpé.'.Ex—convicts often feel rejected
and Lype-cast as undesirables in our society. Acceptance in social set-
tings by straight society can promote self-confidence and eventual reso-
cialization, because it recognizes the attributes that make him or her a
valuable human being. The most important “counse]ing" then, is by staff

example.

Respond to Individual Needs

Services provided to the participants are in accordance with their
unique interests, abilities, and needs. The program is different for

everyone who goes through 1t, since all will not require housing, and none
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will have identical work and social historjes. Individual programs are
based on these differences. Recognition of personal uniqueness transmits,
as much as anything we do, the person-to-person nature of staff relation-

ships with participants.

Group 11, Section A



EMPLOY-EX SOURCE BOOK

INTERNAL POLICIES
GROVP 11

Section B




INTERNAL POLICIES

The esprit de corp that characterizes new programs is due largely to
the fact that the staff is small and necessarily engaged in all functions
of the program. The relationship between counselor and participant deepens
as they together move through the proéesses of intake, assessment, emergency
assistance, job preparation workshop, job development, placement and follow-
up. The objectives of the program are an understatement in their genera1ity,
and not usually discussed except in specifiq? particularized terms, such |
as, Johnny wants training in mechanics, or Bertha would be great for that

opening at Gates Rubber Company,
Inherent Growth Factors

As demands for services grow, so must the project's capability to serve.
When the small staff of siX becomes 20 to 25 people, ahd the office‘expaﬁds
from one to two floors, and field offices pop up arouhd the State, cohesive~
ness and perspective suffer. The ndtura1 tendency, when a projéct begins to
take on mass, is to divide And subdivide the”ﬁass into parts or components,
It is too easy, 1;'a society okiented,td Sﬁec1a1ization, to staff each
component with specialists, thus limiting theyScope (and total pekspective)
of each, to a particularized function. |

To make matters worse, forms, rules and regulations begin to multiply,
each component requiring its own record-keeping system and operating proce-
dures. Refining of these data-collecting systems leads to a greater pro~’
portion of recording time to the neg]ect of time spent interre1atﬁng with
participants. ; ’; | v ’

Obviously, whether funding is continued‘ow hof, programs that’fa11

fnto these compartmentalized structires cease to exist, except as another
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of many people-processing bureaucracies. Here are some alternatives

designed to preserve the personalized service approach:
Antidotes to Bureaucracy

Generalist Staff
| Allow individual staff members to perform as many of the service
functions as possible, to enlarge pérSpectﬁVe and understanding of what
the project 1s about. The generalist 1earnS'and comprehends more of the
~whole than the specialist, who tends to view participants in a Timited way.
The team concept, whereby two or more persons share a caseload, can aid

this process as growth occurs,

Maximize Individual Skills of the Staff

To quote a staff member, "If you say you can do something, you'll
sure get a chance to prove it." Many staff members did profess to, or
demonstrate, a variety of skills and knowledge. As a result, the project
has counselors sharing with other counse1qfs extensive personally gained
information about veterans benefits, vocatfbna14and educational planning,
transportation resources, a variety of self-help programs, and leisure
alternatives. In addition, the project has cultivated a resident artist
and writer among supportive staff, who enhance program efforts to inform
and educate the public about ex-offenders, their needs, and potential value
to the community. By using 90% rather than 10% of one's skills, the project
gets move for its money and the staff upgrades skills. This practice, the
best form of staff training we know, is further discussed in "Staffing".
The difference between specialization and hsing‘spacial skills is the

difference between confining to something and adding to something.
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Specialization limits people to particular tasks or functions. Using

special skills enhances, through sharing, the entire project.

Keep Procedures Simple

The objectives of reducing recidivism and self-help are essentially
simple. The needs of ex-convicts are, by and large, uncomplicated. A
concerted effort should be made to combine,needed_information on a few
simple forms. Certain data is pertinent tgbeétab]iéhing overall
information about program performance} incTudinggstrong and weak areas. |
A good evaluation plan can differentiate between information-gathering that's
valuable and that which is merely interésting.v Thé latter sthTd not be
allowed to usurp the valuable time of direct services and supportive staff

whose priorities 1ie with participant needs. Ideally, no piece of

information should be recorded in more than one place., While this ideal may

not -always be possible, such a target can forestall a number of useless forms

and duplication of effort.

Encourage Staff Participation in Public Events

Everyone on the project staff is giveﬁ.the,opportunity to represent
the project as occasional speékers, panelists,or workéhop participants at
local events relating to services provided. This practice fosters awareness
of existing and new resources and how tq apply them to our services. An
occasional audience provides incentive, as well, for staff to keep informed
about current project objectives, data, and future plans, and enhances |

their abilities to "sell" project resource needs to the general public.

Provide for Continuity of Service

Good staff coverage of the office requires much teamwork by members of
Group IT, 3ection B



the staff. The result is good informal communications, and close cooperation
by persons serving the same caseload. Every staff member has a back-up who

serves in the event of absence,

Make Communications a Means to an End

When communications becomes an end in itself, it has defeated its
purpose. Communications is a vesponse to someone's need for expression or
information. éharing sessions, meetings or one-to-one encounters, therefore,
are on an as-needed basis, prompted by someone's need to know more about
something. The best, most meaningful agenda, is the one established in
advance by staff members with prObTems needing staff resolution, or with
ideas needing staff response. Purposeful meetings aid staff cohesiveness;

those without purpose obviously act against unity.

Aim‘for Small Administrative Staff ’q _

Until a project has esﬁéb]ished itself inka community, the administrative
staff must be disproportionately large to the direct services staff, because
of the need to develop project policies, resources and public trust in the
community. Once this community base of support has been developed, however,
the bulk of monies and staff needs to be applied to direct services needs.
When the peak is reached varies of course with the degree of community re-
ceptiveness to project objectives, It is vital that this évo1utionary
process be anticipated and recognized by staff, to ensure continued project

credibility in the community.

Promote Diversity of Backgrounds
By allowing mature, sensitive peop1e'td be themselves, we get a wide

variety of counseling styles, When the Intake Clerk or the Job Preparation
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Workshop Coordinator knows these styles and gets a feel for the needs of

pecple applying for services, we have an unbeatable combination, because match-
ing the participant to the counselor or téam is accomplished largely by gut
leelings about who a given applicant needs to talk to. While all counselors
and coaches conform to the same policies and procedures, the wide variety

ot counseling behaviors gives to the project a human, comfortable

atmosphere. (Caseload assignment may‘not always be accomp1ished‘with
counéeTor»participant "matching” in mind--due to obvious 1091stfca1 concerns--

but should be attempted whenever possible.)

Maximize Dpportunities for Inter-office Communications

Since quality services depend on the degree of internal cooperation
and teamwork, the ease of communications is fostered in a variety of ways.
References used by all are kept in'easi}y accessible places; people perfbrm—
ing similar functions are located fn c]qse proximity to one another, counsel-
ing teams sharing the same office, for example.

AY] such approaches are academic, hdwever, unless each staff member sees
his/her function in the total scheme of things. For this reason, progfam
objectives are frequently reinforced by new reéearch findings, current
issues in corrections, and project progress and setbacks in relationship
to the community at large. Sharing both "good" and "bad" information is
the basis of the sought-after staff solidarity so essential to teamwork,
since an informed (trusted) staff tends to rally to the crises that beset

grant-supported projects.
Staff Profz-sionalism

Professionalism here vefers to the conduct of business rather than to
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the professional credentials of the staff. Professionalism in the sense of
behavior is vital to the project's credibility : ith both participants and

the general public,

txercise fiood Judgment

The exercise of good judgment is a requirement of Employ-Ex staff
members (see "Selection of Staff" section). Good judgment balances the
scale between informality and businesslike demeanor. It is the basis for
trust relationships with other staff and decision-making powers. Good
judgment stops (or at Teast doesn't faci11tate) the spreading of rumors;
respeuts‘c1osed doors, knowing there's a reason doors are closed, e.qg.,
when a painful interview between counselor and participant requires privacy;

and backs up ideas with facts or rationale.rather than emotionalism.

Act as Behavior Models for Participants

A counselor can't tell a participant tb get to work on time, dress
appropriately, or cut his hair for an employer, uniess he or she is will-
ing to do Tikewise. A sign-in/sign-out board in a visible place tells
the attendance/promptness/whereabouts status of every employee. The dress
code {5 informal but otherwise conservative. No coats and ties are
required for men, but jeans are out for both men and women. While the
Tatter may wear slacks and other comfortable attire, they are not allowed

to display bare midriff.

separate Personal from Professional Life

"That sounds Tike a personal problem to me." Every Employ-Ex staff
member has heard that reminder at least once. Personal problems are not

allowed to infringe on business activities and time, since this time and
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effort belongs to participants. Personal needs are taken care of with

annual and sick leave.

Decisions are Made Within Spheres of Responsibility

While the scope of decision-making perr is directly related to the
scope of one's responsibility in the project, in a project where "the best
idea is the boss," anyone can 1nf1uence major policy decisions. Changes
are often initiated when people voice conderns or fdeas in staff meetings,
sharing sessions, or in written or oral form, through one's supervisor
or Lo the executive director. A student intern, for example, proposed ser-
vice applications be filled out in pencil,rso the portion relating to
work and educational history could be changed and finalized during intake
and job preparation workshop, copied and qged in job-seeking efforts, She
reasoned that participants were usually bétter qualified than they‘thought
they were and tended to leave out 1mportan£_work experiences. The proposal

wias accepted and incorporated into the intake procedure.

Keep Physically Fit

Recognizing that physical health is'conducive to mental and emotional
health, the staff is encouraged by an allowance of 1% hours per week to
engage in daily (15 minutes a day) physical exercise or--if taken at once--
one hour per week, usually coupled With the lunch hour. (The difference
in the 1% and one hour allowance is based on the fact that daily, regular
exercise is better than a great deal of energy spént at one time.) Staff
are encouraged to include participants in these activities, thus setting

a physical fitness example.

Use Guidelines, Regulations and Resources Creatively

No set of rules and regulations can anticipate all the problems that
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can ¢rop up in an agency, a fact most funding and monitoring acencies
recognize. It's necessary, therefore, to apply grant guidelines, personnel
policies and procedures, et¢. fimaginatively, taking care to stay within

the legal framework of the corporate and goVernment guidelines. Perhaps the
best way to address this policy is by way of example.

Problem: An excellent counselor with a rare facility for motivating
hard-to-place participants toward gaining employment and positive attitudes
experienced a general burn-out, or fatigue, resulting from her intensive
counseling style. Rather than allow the condition to worsen, this
employee was permitted to take 3 months leave of absence without pay to
recuperate. After a summer job in a mountain resort area, she returned
tu her job and, at this writing, continues to perform at a high efficiency
Tevel. |

Problem: Receiving of donated clothing was generally not cost
effective because of the bookkeeping time and storage problems involved in
vecording and receipting dohated articles. The problem was partially
resolved by an informal agreement with a church-related used clothing store
with its own facilities and bookkeeping system. The store allowed users
and their families, to pick out their own clothing at terms ranging from
free to monthly payments, depending on individual circumstances. Dona-
Lions are reterved to the store, keeping atl business between the donor
and the 5tnre,’bypassinq the project completely.

Problem: Three rooms rented by the project at the local YMCA for
emergency housing had no cooking facilities and housed only 3 people at
a time.  Althouoh the rooms were close to the recreational activities

they were not in close proximity to agency offices. For approximately
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the same money, the project leased a house acro$s the street from project
offices needing minor renovation (provided By ccmmunity resources along
with necessary furnishings), and doubled tbe'humbér of people who could
be housed at one time. The kitchen facilities provided thereby, reduced
the cost of emergency food, (Nevertheless, such a facility necessitates
greater project oversight, A Tive-in house managér, condhct enforcement,
and other logistical considerations have created additional fiscal and

managerial concerns--yet, apparently, worth the effort.)
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POLICIES AFFECTING THE COMMUNITY

Community involvement 1in Employ-Ex covers a broad sector,
ranging from education and vocational institutions, to criminal justice
agencies, (covered separately), to business, social service agencies,
to Lhe citizen at large, in order to bring-a number of interrelated
benefits to the program. There's good reaéon for making the community
integral (as opposed to auxiliary) to the program. If we are looking
for solutions, alternatives in the community, we need the cooperation
and interest of those who make up the community.‘ A community won't
recognize its needs, interests-~itself--in an organization (board or
staff) made up solely of professionals, for example, since the community
inciudes blue-collar workers and unemployed persons as well as pro- |
fessionals. Such a project belongs, because it tends td exclude others,
anly to the professionals. The community resource isn't something
we "can use to do a hetter job", It's somgthing we need in order to

do the job.
Appeal to Community Interests and Needs

When we develop jobs for participants, we‘don't te11 the
employer what he can do for us but rather, what we have to offer
him: a wide range of skills, abilities and backgrounds to serve
is profit-making objective, a free recﬁuitment, preparation‘and
screening service, continued support, resources and follow-up
after placement, and a valuable labor force. It's in our in-

ferest, the participant's interest, the company's interest and the
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community's interest when we find the rfght person for the job.
The enlightened self-interest approach 15 applied in all aspects
ot community involvement, in this way providing the community with
a vested interest and therefore én interest in the outcome of the
project's activities. We therefore talk about employment of ex-
offenders as a good business practice. That it happens also to

be a more humane practice than the lock-up is beside the point,
and ¢ Jjudgment we don't impose on others.

This same principle is applied to other community relation-
ships. The volunteer's need for a satisfying work experience is
formalized by a ta11ored’job description, a berformance evaluation,
and other benefits described in the Volunteer Section. Part of
the volunteer's need is to maximize personal skills. The project
identifies and uses those skills and--at the same time--recognizes
staf { members who know how to use volunteer and community resources

effectively.

Agency Autononmy

The Employ-Ex experience demonstratés that it is most effec-
tive as a separate entity, serving varied offender groups.
Specialized agencies, serving particular offender populations
(probation, parole, etc.) often: compete for the same resources;
Tack sufficient empathy for any but theiyr own group; or may suffer
other dichotomies due to personal, political, or survival reactions
expressed by their respective administrators and/or staffs.

Conversely, a "neutral" agency, such as Employ-Ex, can provide

a clearinghouse approach, under whose banner a variety of
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specialized agencies can rally. Molding this diversity of support
into a common goal {resource development and provision for ex-

of fenders) is furthered by appropriate placement of agency repre-
sentation on Boards of Directors and Advisory Bodies--a éubject

covered elsewhere in this publication.

Maintain Quality of Resources

High standards are applied to the participant resources we
solicit from the community. Dead-end or tow-pay placements are
generally not considered for partiCipants, sincé underemployment
is not endured for Tong, and developing such jobs are not worth
the staff time invested. Project requirements for higher min-
imum wages tell employers we have a ski11S bank of considerable
value, and that the project is not a suurde‘ofkcheap 1ab6r.

Human resources (volunteer and Toah berscnne1} are selected
with the same care as paid staff, since they berform the same

functions.

Maintain Quality of Staff

When we talk about quality of staff, we're talking about
human characteristics rather than paper qualifications. We're also
talking about a diversity of backgrounds.rather than a particular
type of person, since a diversified Staff tan bring to the diversi-
fied needs of the participants, a wide spectrum of resources and
relationships, offering participants many supportive alternatives,
so they can gravitate (by design and choice) to Tike personalities

and resources.
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Capitalize on Positive Elements

Accentuate the Positive
The project seeks to capitalize on the positive forces at work
in the community and accept the reality of those negatives we can't
*do anything about.
In 1975, for example, the National Alliance of Businessmen
(NAB) appropriated considerab]e money for Governor's Conferences
on employing the ex~offender in those states that desired to take
this on. Opportunism paid off and the Employ-Ex organized this
successful cénference in Colorado, co-sponsored with the Tocal NAB
pffice, the Denver Chamber of Commerce, the Colorade Labor Council,
the Regional Office of the Natjonal CounciT on Crime and Delinquency,
and the Denver Area Labor Council. The conference resulted in

greater community acceptance of the ex-offender as evidenced by

numerous ensuing job offers from metro area employers.

Avoid_"Causes".
On the other hand, invitations to jgin in crusades, marchés
or contributions to inflammatory papers and magazines are'politely
declined. The strong-arm approach, with its attendant polarization
of groups and interests has, we believe, outlived its capability
for achieving social change. More important, the numerous social
causes vying for public attention tend to distract agencies from
the objectives they've contracted to address. Believing everything
wekdo must benefit the participants we serve, Qe find no place for

current controversies and political issues.
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Make--Don't Seek—?Publicity

A project that is achieving results doesn't need to seek
publicity because the reporters and cameramen will seek out any
agency that's making news. Because of this approach, the project
has, since its inception, received dozens of pages in newsprint
with no end in sight, Through resource*deVelopment and attendant
"bumping shoulders" with the general bubifqglthe mass media will
focus 1in on the project and the project will become newsworthy

without coaxing.
Practice Economy in Community Involvement

The involvement of community people and agencies in all aspects
of the project reflects a sureness or confidence in what we are
about, since each of these persons and agencies is, in a sense,

the project's goodwill ambassador to the community at large.

Seek the Largest Possible Representation of the Community

The greater the diversity among involved community, the more of
the community will be reached by their participation in the project{
for this reason, the members of the project's policy-making body
come from all facets of criminal justice, business, labor, social

services and at-large population,

Seek Mid-Management People for Board Membership

A community based project needs a working Board to respond to

the needs encountered, rather than figuﬁéheads~~there for prestigious
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yeasons only.  Decision makers in the various agencies, companies,
and departments are asked to recommend a subordinate for nomina-
tion to the Board. This results in a Board made up of upper and
middle-management people, and generally exciudes the top executives
who rarely have the time to apply themselves to project issues

and activities. This allows for information to be readily shifted

both "up and down" within supportive agencies.

Minimize Indirect [nvolvements
Just as we maximize our involvement with the people and agencies
on whow the project has greatest impact (and vice versa), we find
it's necessary to eliminate involvement where seemingly negligible
| returns are obtained from staff time and effort. We measure the
} ' value of a speaking audience, for example, in terms of jobs and
the educational value of supplying speakers to local schools and -
colleges, these engagements are not particularly cost effective,
since few people are impacted and those who are, are unable to respond with

‘ other resources before guaranteeing a speaker. While we understand
needed project resources.
|

| Lmploy-Lx is Facing a new cha]]enge‘in minimizing indirect involvement.
During the past year, the success of the program, as well as its replica-

‘ bility, have come into national éttention and the project has received over

% L0 inquiries about program operation, funding sources, research designs,

’ operational quides, etc.  Responding to these inquiries diverts staff

% altention from local need. The agency hope the Source Book will partially

\

answer Lhese requests for technical assistance. In addition, efforts are
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being made to direct this barrage of inquiries to another source. While
the Board of Nirectors and the Project staff give encouragement to others
who wish to replicate its experience, hopefully neither its name nor its

project time will be diverted from its primary objectives.

Use Resources as Investments in the Future

Social services agencies exist to be used, but they should be
used ef fectively--discriminately. When they serve as a stop-gap only,
they accomplish 1ittle more than to maintain an unsatisfactory existence.
We prafer, therefore, to regard resodrces as an 1nvestmen£ in one's ,

{future seif-sufficiency. Resources are not there to be drained but to

be invested in the people served.
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POLICIES AFFECTING CRIMINAL JUSTICE SYSTEM

The continued exisvence of community service agencies depends on
alternatives to crime, while the existence of penal institutions,

probation, parole, Taw enforcement and the courts is justified by

‘continued lawlessness, But for every person in criminal justice who

sees community corrections as a potential threat to the survival of
the structure, there's another willing to becomz involved in a new
approach to an old, frustrating problem. Our policies strive to

respond to both the fear and the courage present in the system.

Share Information

The staff takes every opportunity to contribute ideas and share
information through the Qarious task forces on corrections, the state
covrectional association, the American Gorvéctiona1 Association, par-
ticipation in the formulation of statewide standards and goals, special
workshops on volunteerism, drug, alcohol, fema]e‘exeoffenders, and

dozens of other activities.

Referring Agencies

Constant contact and feedback requests should'be maintained with
all referring agencies. Program criteria, services description, and
other information can be included in mailings and, when time permits,
given out at workshops designed for specific agencies. Referring
agency follow-ups should be With agency:éupervision and problem ori-

ented, seeking out gaps in service or communication.
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Avoid Interference with Criminal Justice Practices

The project staff is not permitted to become intermediaries
betwern participants and criminal Justice persons and agencies.

While they are frequently asked to intercéde and advocate for parti-
cipants who feel they've been treated unfafr]y, we do not presume

to dictate or advise criminal justice people in the conduct of their
husiness. Rather, we support constructive action by the aggrieved
individuals to resolve their own problams with lawyers, parole
officers, parole board or other officials, This policy is consistent
with the self-help policy that dictates self-advocacy.

By the same token, staff does not carry personal items, such as
fetters (or perform other chores) to or from an inmate, or otherwise
fail to respect rules and regulations relating to the penal system.
We reqularly send letters to participantsfin the institutions who
have sent their applications, with carbon copies only, to the parole
board chairman and institutional parole supervisor. This tells
officials who need to know that Employ-Ex stands ready to support the
applicant's efforts on the outside, should parole be granteq, without

urging a decision either way.

Maintain Program Autonomy
The other side of the non-interference policy is the autonomous
policy which dictates that we adhere to our own rules and regulations.

When a parole or a probation officer, for example, requires a ward to apply for

Employ-[x services, we accept the app1icaht and supply the services,

Group Il, Section D
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but whenever possible, couple that act with a reminder to the parole/probation
office that participation is on a voluntary basis, This kind of flexi-

hility on the part of the staff has won a ?eciprocal flexibility from

the referring agencies which, except in rare cases, encourage their

c¢lientele to apply, but do not require their participation.

Group 1T, Section D
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FIRST CONTACT

While the project provides information about services to referring
agenctes as a matter of course, and to individual inguiries, it does not
seek or recruit participants. The first step is therefore always initiated
by the ex-offender or referring agent, This can be done in several ways,

depending on the circumstances in which the participant finds him/herself.
Walk~in

A participant who is out on the streets--on parole, probation or
discharge, or who has completed all conditions of release--can call, write

or come intg the office. No appointments are required.
Referral

While involuntary enrollment is discouraged, participants are often
reéferved by others in the criminal justice system--e.g., parole or pro-
bation officer or other authority. If the initial contact is made by the
referring agency, our response is directly to the potential participant,

with a carbon copy to the referring agent.
Institutional

Any inmate, within six months of parole from state correctional
institutions, may write directly to the project's community-based offices;
or place themselves on the ]ist of persons to be seen by one of the
Employ-Ex 1iaison counselors who reside at, and operate out of, Canon
City (Co]orado‘State Penitentiary) and Buena Vista (Colorado State Reform-

atory, and are most accessible to potential participants.

Group ITi, Section A
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The 1iaison counselor at Canon City, by way of & regular weekly
schedule of availability to inmates throughout the prison complex (includ-
ing the maximum and medium security units and women's prison), explains
the program and how to go about applying for services.

While it would perhaps be easier for the liaison to supply the appli-
cation at this point, this first demonstration of self-help is considered
vital to the establishing of the participant's commitment (and attendant
responsibility) to helping him/herself. The project therefore insists
the‘first move be made by the applicant: writing a letter to the office.
If he can't write, he can find many willing inmates or others to oblige.

The procedure applies to out-of-state confined offenders as well.

Group [II, Section A
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APPLICATION PROCESS

The staff persons who respond to the first contact or inquiry--
typically the intake clerk (walk-ins) or institutionally-based counselor
(confined applicants)~~first determine whethér the applicant is eligible

for services. (See following page for samb}e eligibility form.)

Eligibility Requirements

Eligibility is based'on funding guide1ines as well as on project
capability to provide quality services. At this writing, two of the
three funding sources are directed at specific segments of the target
population, i.e., persons with convictions for high-impact offenses
(robbery, burglary, assault and rape); and pre-trial releasees. The third
funding source admits all felony convictions. Conceivably, the numbe% of
intakes could overwhelm the project‘s resourées and the quality of
services suffer.

The problem of numbers, therefore, is controlled by establishing
priorities designed to admit those having the greatest need. The project
eliminates those who are least likely to recidivate by imposing the
following priorities on the intake process (since pre-trial releasees
are admitted only through referral by the Pre-Trial Diversion Project, they

are not subject to the usual eligibility requirements):

Group IIT, Section B
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CONFISENTIAL - THE INFORMZTION LISTED BELOW WILL REMAIN THE PRIVATE PROPERTY OF EMPLOY-EX; NO
INFORMATION WILL BE DISCiCSED TO ANYONE WITHOUT THE EXPRESSED PERMISSION OF THE APPLICANT, RNOR
WiLL EMPLOY-EX USE THE IKFORMATION IN ANY WAY TO REFLECT DEFAMATION OF CHARACTER.  EE 10/75

PLEASE ANSHER ALL QUESTIONS ARD PRINT CLEARLY. ‘ TODAY'S DATE
NAME i
DO NOT WRITE IN THIS SPACE

ADDRESS | COUNSELOR INITIALS
CITYy , STATE PROGRAM: Denver-regular

‘ Denver-def.pros.
PHONE DATE GF BIRTH . PTIP
: | JeffCo

' Other {specify)
LIST ALL CONVICTIONS (IF ANY)

OFFENSE - DATE | ACTION TAKEN:  Q, JPHS on
| LT ~ 1TIME - Q, JPHS wvd
 OFFENSE _ DATE ' ST Q, JPHS not set
OFFENSE DATE If NQ, state reason & action taken

LAST PLACE IMPRISONED : NOTES:

RELEASE DATE

PRESENTLY ON: PROBATION? PAROLE? DEFERRED PROSECUTION? PRETRIAL RELEASE?

(Check appropriate box)
* NONE OF ABOVE_
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Nearness to End of Confinemeht

Confined applicants are admitted to the program when they are within
six months of their estimated release date. While the institutional
counselors will respond to anyone's request for help, only those who can
realistically expect to be released within the six-month period are sent

an application,

Current Status of Conviction

The acceptance of those persons most recently released from a penal
institution or convicted Qf:g felony reflects the consideration that most
rearrests occur within thévfirst few months after release or while on
probation; The project, at this writing, éccepts probationers within ane
year of the granting of probation, and parolees or dischargees within
18 months after release from an adult penal institution. These time

limits can be reduced or expanded to modify intake. The post-release period

is a critical time for ex-convicts, still suffering the effects of incar-
ceration--alienation in some cases, from family and friends, and loss of
previous resources. Persons;st111 out on the streets a year after release
or placement on probation aréﬁmore 11kely to have established their own

resources in the community than those recently released or convicted.

Economically-Related Convictions

Last time we looked, economicélly related crimes were the offenses most

Tikely to be repeated. It makes sense then to give priority to persons

Group III, Section B
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whose crimes may be centered around economic deprivation (burglary, robbery,
theft, etc.), particularly since the project's foéus on 1ivelihood is more

relevant Lo these offenders than others.

Existing or Planned Place of Residence

Only those who Yive or plan to live in the areas served by the project

are admitted to the program.

Application Process

Once the applicant is determined e}ig{bTe in accordance with established
criteria, he or she is asked to fill out thé employment history/personal
preference side of the following two pages. The applicant who has diffi-
culty filling out the form is assisted by the intake clerk (Wa]k~1ns) or,
if incarcerated, another inmate or the institutional counselor. All such‘
information is kept strictly confidential. The form is completed in pencil

su covrections can easily be made during the Job Preparation Workshop.

Referral to Other Agency -

Local Referral

It an applicant is determined ine1ig1b1e for services on the basis
of either the funding guidelines or established priorities, a referral
list of other agencies serving the needs of ex-offenders is provided.
Such a list should be updated regularly by the Intake Clerk to ensure

accuracy of referral services.

Group III, Section B
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JORHISTORY SIDE THO /

Fployment History (st mast recont amployor firagt)

i CMPLOYEH o oo, PosSImiON - e e UBALARY e
ADDIRES i , . BREASON FOR LEAVING o
DATEFS. from To e

2y FMPLOYI Y e 3} EMPLOYENR e e e e e e i
BOGHT O SALARY e POSITION o LSALARY S
DATES. [ram T'oy L DATES: From i To

Hancarcorated, st major jolis wlale ln_ur,hlll(iun;

JG e STITUTH N o memr vt e o DATEST From To

208 L. o INSTITUTION o e i DATES: From To

JOR , o o INSTITUVION o oo, DATES: From To

Lind alb voeubioaud tratning you huve had, batora, during, or Tlf}f}f'Ir\(}g]i‘(;f‘;.‘{gtipfﬁ_“ e

List all muchuery, tools, and equipment you can operate:

o e serang oy pnn e e -

n thora a apecilic type of work you aro mterestod in? (1 o0, plaase degscribe)

e st s ALt L 43 AR 1 M b s a0

e s o a e e e e . 4 - et

I thera any specific traluing you would tike to recelve? (if 50, please describe)

what ara your foromost gkills? =

e e b e s s s ey e ——

THE INFORMATION | HAVE GIVEN ON THIS FORM IS CORREQT:

SIGNATURE

DATE:

REMARKS/PRIORITIES
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Referral to Other Areas

Liaison counselors at the institutions are often queried about
services provided in outlying areas of the state and other states by
persons being paroled to other localities. While outlying Colorado and
out-of-state referral is not a contracted function of the project, it
does tend to expand the alternmatives in terms of Tocation, and reduce
the impact of the ex-cffender population in congested areas such as
Denver, Colorado Springs, and Pueblo.

These distant state and out-of-state service agencies are filed
alphabetically, by state and ¢ity, on 3 x 5" cards showing agency name
and address, contact person if known, and kind of services prbvided. The
file is a result of inquiries, pubiic information brochures and materials,
and chance contacts made during national conferences and seminars, such
as those sponsored by the American Correctional Association. CONtacts, Inc.
in Lincein, Nebraska, provideés ex-offender service referrals on a national

basis. Their address is P.0. Box 81826, Lincoln, Nebraska, 68501,

Temporary Assignment to Counselor

Walk-Ins |

Once the temporary job hﬁétory/persona1 preference form has beén
filled out; the Intake Clerk temporarily assigns the applicant to a
counselor, after going over the app1icatidn'to elicit any missing
information and ensure accuracy. (The Intake Clerk assures consistent
quality of information, without getting into the areas of assessment and

emergency assistance.) Counselor assignment is on an alternating basis.

- Group 1II, Section B




Program Orientation

The first step after the counselor meets/greets the pre-participant
is to orient him/her to the program. Basic information to be covered
and/or reauested includes:

1) Application form (botﬁ sides). Coding information for
participant intake form is;in:Research section.

2) Program Explanation. Services provided--project resources, including
identification and bonding availability, community resources, job preparation,
emergency resources, emphasis on self help, avallability/accessibility of
counselor, and 24-hour answering service, etc.

3) Participant and Program Expectations.

a. Participant's Rights and Responsibilities form (see following
page for example).

b. Discuss participant's right to select job he/she wants, but
stressing importance of te}]ing counselor 1f he/she doesn't want to or can't
go for interyview. :

4) Participant Status. Participant is not enrolled in program until
Job Preparation Workshop is completed. |

-a. Déscribe workshop and its benefits‘(dob Preparation Workshop
Section). , _ ’  | -

b, Tell of time/place of Job‘PréparafionIWOrkshop

c. Schedule Job Preparation Workshop attendance date.

d. Write date/time of scheduled JPW on back of business card and

give to Participant.

“Group 111, Section.B
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Participant Rights and Responsibilities

The following information should be given to participants in written

form, and discussed to ensure understanding:

 THESE ARE YOUR RIGHTS AS AN EMPLOY-EX PARTICIPANT:

1.

2.

Assistance in finding employment, education or job training.

To change your'EﬁpTﬁy~Ex counselor any time you choose.

To appea1 any staff decision regarding your association with
Emp1oy-Ex. (Appeals ére channeled to the Ser&ices Coordinator,
Executiye Director, and the Employ-Ex, Inc. Board of Directors,
in that‘order,)

A prompt hearing (within 3 days of request) by any of the above.

To have all information given to the project kept confidential

~unless otherwiSe’auﬁhorized.

To request to séé'Qéur'ffie folder and all the contents therein,
at any time. (Thi%iis to be accomplished in the presence of the

counselor and services coordinator.)

THESE ARE YOUR RESPONSIBILITIES AS AN EMPLOY-EX PARTICIPANT:

1.

To'attend a oneaday Job Preparation Workshop prior to job placement
seryices. |

To contact yoUréounéelbr‘évéryaékningunti] placed in a job,
school or trainiﬁg §1tu$£1on‘  .

To show up for jdbginterv1ews and jobs on time.

To inform your dvdﬁﬁelor of any major changes in your situation.

Group 1II, Section B
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5. Scheduling appointments with counselor not required--open door policy.
{However, suggest there may be less Waiting and/or counselor will be sure to
be there, if appointment made.)

6. Encourage Assertiveness

a. Participant should look at counselor as a resource peréon to
be used,
b. More frequent contact with counselor will bring better results.
c. Look for ways to help self (use Employ-Ex phone, read want ads,
etc., both before and after Job Preparation Workshop).

7. Counselor Assighmen£ )

a. Ihtake'counseior:WOn‘t necessarily be permanent counselor.

b. If pre—particiﬁant has particular pfeferences, to express
them to Job'Prebération Coordinator who will make initial
assignment.

8. Encourage Further Input, for example:

a. "Anything we haven’t covered that you'd 1ike to discuss?“

9. Encourage follow through, for example:

a. “When will I see (hear from) you again?"

Institution Pre-Participant

The Tiaison counselor serves as intsrim counselor for those still
confined in the 1nstitut10ns;tunti1 the time of their release. Community-
based teams (funds permittinéﬁ do, however, make alternating trips every

week to both state institutions in order to establish and matntain relationships

Group II1, Section B
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with those to whom they will provide services Yafer on. This practice
reinforces the work performed by the 1iaison who might otherwise be
viewed as a fikture in the penal system. §ﬁm11ar1y, the liaison strengthens
by early contact the participant relationship with the comnunity-based

agencies.

Oistribution of Caseload

Caseload assignment can best be accomplished by the Job Preparation
Workshop Coordinator, Since attendance at the JPWS is required before
gaining participant status, earlier assignment is unnecessary. This process
altows the Job Preparation Workshop Coordinator a chance to observe the
particular characteristics and needs of the pre-participant while in the one-
day workshop in order to make an appropriate matching of participant and
counselor. Ideally, the counselor who provided intake information and
assistance (assigned on a rotating basis) {s assigned to continﬂe providing
information and services. Therefore, while participant's characteristics/
needs are paramount in the participant/counselor matching process, alil
things being equal, the counselor providing intake should be given primary

consideration.
Re-agsignment

Awareness of one another's counseling strenqths often prompts the

inftial counselor to seek the help of another when it is felt the special

Group III, Section B
- 11 -



skills of that other person can apply more effectively to the participant .
special circumstances. In that case, the participant is transferred or
re-assigned to a second counselor, along with the file containing all

pertinent information. (Proper notations must be made in rolodex files, etc,)

A simulated counselor change letter follows an the nexi parqge.

[

Group 111, Section B
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" sIMLATED COUSELOR chANGE

December 13, 1976:-

Mr, George Smﬁth
2450 East P1ymouth Stréet

Dear George.‘f*

This Tetter 15 to. fnform Yo
counselor, My name. 15 Wes

over Eddie Hernandez's case
Ex at the end.of: th mnntb

I belfeve it wnuld benefit both- a# us 4f wa had a ‘chance

to yet acquainted: E by ‘tha office when you have the
time or call me if: ou ave any probjems or need assistance
;gzsgg$ing empluyment., The“oﬁfice phona numbev is.

that 1 w111 be your new
Hley, and I wilt be taking
oadﬂwhan he Ieaves Emp?ay-,

Sinceraly,

Zi4£<f£<»a~*f”f7.g; S
Wes Cayley
Placement Caunselar

Emp?qy»Ex,IIng;_,;,. »
HC/pe

PROVIDING BETTER ALTERNATIVES TO CRIME
B ‘Group 111, Section B
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KSSESSMENT AND EMERGENCY ASSISTANCE
The Confined Applicant

Letter of Assistance

The first counseling session is for pufposes of determining and
responding to immediate needs. In thetcége‘of‘confined applicants, the
most immediate need is to get paroled, The first'thing the -agency pro-
vides is a 1ettef of commitment, ThiS'fetter, signed by the senior
coynselor or project director at the community-based office, is a simple
letter, responding to the particular needs of the participant and assuring
that the project will do everything in its power to meet these needs.  No
two letters are the same, in this way personalizing (and humanizing) each
rasponse, (Form letters are scrupulously avoided, since they smack of--
and usua]]y lead to--people processing.) Copies of this letter are sent
to the State Parole Board chairman and Parole Sﬁpervisor, or similar
authority, at the appropriate 1nstjtutioﬁ¢ A sample letter of assistance

fs found 1in this section;

Job Development and Placement

Beyond the Tetter of confirmation, the agency can provide preliminary
job development and (depending on institutional structure), job place-
ment. Where furloughs are granted for a job interview, job development

is @ primary role of the institutional counselor.

Problems can occur in situations where the emplover shows interest

or makes a commitment to hire the participant, and parole is then denied.

Group III,fSection C
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Realistically, few employers are able or willing to project or
guarantes a job far enough in the future to adapt to participant goalsv
for job placement. | - L

The pre-release interviews help inmates prepare themselvés in such
4 way as to promote favorable parole board decisions. For example, a
former employer may be coniacted as & possiﬁlé source of support for
the participant. The forme% employers’ support need only be in thc
form of a letter showing interest in the participant's past performance
and potential. This?kind of written information is obvious1y impreséive

to a Parole Board, as well as confirming hopes of the app]icant.

Counseling

Counseling must balance the planning of goa1é~»éontingent on release--
with the acceptance of continued conf1nement shou]d paro]e be denwed
To keep expectations rea11st1c, the 11aison counse1ov focuses on the
immediate community, which is the pr1son environment and how the
participant can use his or her time 1ns1de the Wa11s to prepare for
eventual release. The 11a1son must be know]edgable therefore, about
cducational and vocational opportun1t1es available to 1nmates, and how
they can enhance future careers or vocations. When p1ann1ng is T1m1ted
ts the current situation, paroWe denial becomes more bearab1e, because the
part1c1paht has something going for him inside the institution. Only

when a parole hearing date (at most 6 months away) orrwork release is

" assured, does the counselor begin to shift attention to opportunities

out in the community.

Group 11, Section C
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The Unconfined Applicant

Emergency Assistance

Once the participaht ié in the community office, the nature of
immediate need changes draStica11y. During incarceration, such th%ngs as
food, sleeping quarters, and ¢lothing were provided. Now the responsibility
for obtaining these necessities is suddenly thrust upon the release, with
all the accruing urgency of survival. Obviously, one cannot focus
attention on Tong~term goals unless those rudimentary needs are met. The
field office a55essmént interview considers these survival needs first.

The institutional counselor tan generally sort out anticipated emergency

needs and inform the field office so adequate preparation can be made.

Emergency éssistance is a}ﬁéys granted on a temporary basis.

Emergency Assistghcé VOuéﬁéﬁ

An emergency‘assistance Qbucher is filled out for every type of
emergency assistance réhdered. - The counselor or coach 111 out the form
with all pertinent 1nformation,‘then seek the approval signature from the
designated person. 'ThélfiscaT,bff1Cer then authorizes availability of
fundé‘with‘h%s signatﬁre;?‘fhé“épﬁEOVa1 fdrm ¢ then copied, the original
going to the f1scaJ'offiée and the copy in the participant's file. Al
emergency assisténéevcémes‘dut“ﬁf a maximam budgeted amount for each team
per week. Included in tﬁétfline“Ttém are the fo]]cwin% emergency resources:

R TP O S
s : P
‘. y

1. Housing - o
If one has family 1iving 1h.thé area,”h0using is no problem unless

incarceration has*ied‘td‘&Tﬁéhaﬁfﬁﬁ;"Far'those with no place to stay,

Group:III,‘section C |
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Employ~Ex has rented an older, hut adequate, house in close proximity to
the office. ‘

Til*House. The few simple rules reflect the intent to create a
1iving environment comfortable enough to sustain the residents' physical
needs, but uncomfortab]é enough to make him or her want to find permanent
quarters. Emergency housing is provided in 10-day increments which are
renewable, should the resident experience a delay in job placement or
paycheck. House rules follow: .

1. No vio1ence on or away from premises.

2. No use oﬁ.dbugsrok a1cdholfon premisesf

3. Front door keys are available to resident manager, Employ-Ex
- staff, work—atudy students, and employed residents.

4. The upper f]oor is off Timits to non-residents.

5. Premises are ma1nta1ned by residents, Dutles or chores are
assigned each res1dent by the manager,

6. ‘Res1dent complaints Will receive a hearinq before the proiect
: director or his designee. »

7. No sexual actwyitﬂeston.premises.’

While TIL House is.co-edy We,hayeh‘t yét‘had occdsion to house &
féma]e at TIL. since‘the«bgik Qf our pérticipants are male, While we
recognize sexual ”needs"~0f§b0§h;ma]es ahd,fema?es, particularly after
long confinement, we also ré&qgnizé,the need tb retain an undisruptive
atmosphere in the house andﬁmgighbcrhood. | |

Female partﬁcipant‘hﬁusjhgfnéeds‘are,met on an individual basis. -

Division of Responsxbilitx. The ras1dent manager wh1le having

responsibility for keeping: the house running smooth1y, needs p1enty of

“time left over to relate to reswdents and their problems; he spends

¥ "Transition in Living"

Group III, Sect1on G
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most evenings at the TIL House. The duties of the resident manager

are elaborated on in the "Staffing" Section.

2. Transportation

Usually, this need is met with bus tickets or, where bus lines don't
reach, by company car or van, or personal auto driven by a participant
coach or another staff member. Transportation assistance is provided for
trips to and from,int9¥viéws, to and from jobs (only until the new
employee obtains his own transportation), and to and from medical or
hospita] faci11tiés~6r other resources in the community. One of the
counselors serve as a transportation‘specia1ist, providing information
on bus routes and sthedu1eé,,car pools, auto financing, driver's
education and other assistance in getting a driver's license, toward
providing access to a permanent resolution of individual transportation
problems. This person must have comprehensive and current information
about city”bus routes and'car pools available. (Also see Floater Job

Description Section).

3. c1oth{ng -

- Often, participants lack adequate cldthing"to be presentable for job
interviews. In order to assis% them in that reed Empioy»Ex'provides clothing
through emergency assistance funds. Both used and new clothing-«fitting the
particular need--is purchased.

Collection, cleaning and storing clothing can cause problems in space
and time. For one year‘EMployéékfhad'an agreement with a nearby thrift
store where all c10th1ug\coT?éé§§d wou'd bé'taken to the thrift store.

- In turn the thhift stofe5pr6§ided'participant clothing from free to minimal

Mg,
B
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costs, However, it has proved valuable fp)ﬁgVe at Teast two racks of
mert's ¢lothing on handﬁwconsisting'partKCQﬂa%1y of jackets and slacks--for
~immediate needs such as Jjob 1ntarviéws,

4 Special Work Clothing and Tools

For those participants whOSE‘jdb”plécement is contingent on ownership
of special tools and work c1dthihg;“thé project has an arrangement with
stores that provide the needed artfcles in exchange for small monthly pay-
ments by the participaht and guaranteed by the project inythe event of
default. The project's guarantee of payment enables participants to
establish credit on easy”terms~~an~érrangemeﬁt ﬁhat, with some exceptions,
has heen honored by the purchasers. EmeréencyifUnds‘are‘set aside to
cover the purchase, and returned once theﬁpartieipant repays the loan.
Howaver, no pressure of any kind 1s applied by services staff, should a
participant fail to meet this'ébTigationi' R
5., Food

In accordance with the no-cash poTiby, participants are provided
food certificates purchased by the project from two méjor supermarket
chaing,  Designated “for food only,“'thése $5 coupons'are redeemable at
the preferved (most accessible) store, Génera]ly,VfOOd certificates are
Tssued in $10 or §15 increments, depending on the number of dependents.
6., Food Stamps Policy | -

Counselor takes the participant and the check-(or petty cash if
checks are not accepted by the food stamp offige) to the distribution
center and gets a receipt. This information is put in the pafticipant's

folder and forwarded to the fiscal officer,

Group III, Section C
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7. Other Emergency Assistance

It's not always possible to‘prédimt what emergencies will crop up.
While the bulk of emergenc& money meéts the»above témporary needs, the
fund 15 occasionally tapped to covervother problems such as a haircut,
when Tong hair stands between a good job pr 'pect and a good job. (Medical,
bonding, and other needskthat surpass project capability, are of course
referred elsewhere,)

bn1y after arrangements have been madé to éustain physical needs
does the counselor approach employment piéhs for the future. Part of
this first meeting is to inform the partibipant of the next regularly
scheduled Job Preparation Workshop-~usually in the next day or two--which
is a required activity. Intensive gda1~p1anning, inc]udfng long~-range and
interim goals and course of action, are delayed until the second inter-
“view which 1mmediately follows the workshop.

8. Cash

Without exception the project never gives assistance in the form of
cash, [If, for exampie, a gas purchase 1s requ1red so a participant can
go to a new job, a counselor or coach arrah;es.to go with the participant

for the purchase.

Group 111, Section c
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MATERIALS

Assessment and Emergency Assistance

1. Simulated letter of commitment

2. Emergency Assistance Form

kT s
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Goorge W. Beaningfleid, Assistant Dirsctor

STMULATED

March ¥, 1976

My, John Smith

Req, #20202

Box 1010 ~

Cangn City, Colorado 81212

Near John:

We're pleased to welgome you as @ participant in Employ-Ex,
and- look forward to seeing you out heve in the streets.

At that time, we'll do averything in our power to help you
Tine up.a jab that j§s suitable and satisfying, both
financtally and personzlly, -Me also provide for emergency
needs, whan necessary, until you start getting an income.
With your effort to help yourself, and our pesources, we

should be able to find something fairly soon,

Meanwhile, we hope your meeting with the parale board in
April has favorable results. Peg Fleming of our office
will stay in touch with you undil your re]ea$e.

sincerely,

Rita Hapgood
Counselor 11

RH/ 1w

POR éParqle Supgrvisor at Institution)
Chairman, State Parole Board)

A npnpinht, His @xompt eoteshon
FROVIDING BEYTER AUTERNATIVES TO CAIME
Sponsqren By Qonver Mang Al

Funded Uy: - Law kni 191 Agigtanta A % Deitver High Impact on Crme Progrm, Oty e
Counly f Danvar A cantarngd cizens

Endornad ind Ausistod By:  Cdy & Coonty ol Oanwvat Duivar Chambe: of Gomorce DanverFodniathon of
Labor (AFL-GI0). anit Nagsnat Alianes ol Businsyamen

Group IIL, Section C



- 04

7 U0L193¢ 111 dnody

EMERGENCY ASSISTAKRCE FUND EXPENDITURE
AUTHORTZATION FORM

PARTICIPANT NAME < DATE

STAFF MEMBER REQUESTING ORMOONT_ MEDIUM
PURPOSE | N

WH04 NOILYZIMOHLNY ONN4 AONZDUIWI

Approving Signature Authorizing Signature

EE-21-1/73

RO




EMPLOY~EX SOURCE BOOK
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JOB_PREPARATION WORKSHOP*

- Methodology

The Job Preparation Workshop (JPWS), focusing on job-seeking and
Job retention skills, is required of all participants prior to being sent
out on a job interview. One day workshops are held Mondays, Wednesdays, and
and Fridays (morning until mid-afternoon) With a maximum of eiqht persony
per workshop. (The maximum size of the workshop can be reduced downward
to modify intake--since an applicant is not eligible for service
participation until the JPWS {s complete.) |

The approach to an effective JPWS must be gqut-Tevel. Examples are
essential throughout the format. The pre-participant must "walk through”
the workshop information, viéua1izing him/herself in the process, Pay
(stipends) for this trainihg'has never been used at Employ-Ex as a
motivator for attendance.

The reasons for a seemingly superficial (one-day) workshop can be
expressed in two words: need and retention. Almost always, the pre-
participant is in dire financial need. A lengthy workshop puts off the
hope of a paycheck for the appYicaht, and as hope for Tegitimate work
diminishes, the potential of repeated crime increases. If the JPWS is fut-
level/example orfented, retention (until the first interview reinforcement)
is at its best. ’

Obviously, a onemdayfwokkshop will not be enough for some pre-
participants. Repeat wdrkshops can be prescriptive (whole or portions)
for the pre-participant who demonstrates problems absorbing the JPWS content,

Prescriptive Workshops can be arranged on Tuesdays and Thursdays for

*Undergoing further kefinement at publication date

Group 111, Section D
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problem areas or special needs unmet in the vegular JPUS format. such
as "How to Use the Phdne and Get Results,” "Resume Writing,” "Assorlive
Training,” and so'on.

Important joh-search skills information is disseminated primarily
as a means of building positive self-concepts, dealing with fears, eto.,
with job-finding skills a secondary part of image building. FCach work
shop attempts to include: 1) basic information (sections follawing) and
2) participation of employers and personnel people in mock interviow.
and other activities 6nd 3) sharing of successful experiences hy
previous participants.

One person is basically responsible for workshops., Ideally the
person who conducts the JPWS should also be a counselor. The responsibi-
lity can be rotated among the staff. The Program Director or Services
Coo}dinator should introduce him/herself to each agroup, and be available
for questions.

The workshop coordinatbr or his/her counselor assistant must be able
to set up, operate and dismantle videotape equipment in order Lo fulfill
workshop needs,

A1l participants are provided with the Job Interview Scale (see
“Materials" at end of this section), so they can observe and internalice
important details in the interviewing process. With these quidelines,

the group can respond intelligently to each interview, pointing out its

strength and  limitations. Should positive responses be lacking from

other participants, the counselor makes it a point to remark on effou-

tiveness demonstrated in eagh case.

The interview itself takes place behind a movable partition, where

-Group III, Section D
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the interviewer and interviewee take their places, The rest of‘the
group sees the TV screen rather than the people, who are blocked by the
partition from vfew. At the end of each interview (5-7 minutes) the
scene is played back and critiqued by the other participants and volun-
teers present. The workshop coordinator attempts to provide alternative
Aresponses for the potential interviewee, during the video playhack,

At the end of each workshop, participants are given the following
.written materia]s to use-ih‘their job-seeking efforts:

_1; "The finalized application form,

2. The "Job Interview Scale", and

3. The "Applying on Own for a Job" (see "Materials" at end of this

section) containing some hints and personal rights people have
wnen applying for a job on their own and "Cold Calls," (see
"Materials" at end of this section)

After the workshopkis cothete, the Ieadér takes each participant's
file, pulied by the receptionist, and enters in the appropriate place,
"JPWS complete"; then records, in each case '(”Job Preparation Workshop
Rating" form)‘specia1 abi1ifies, problems or other information gainéd by

the JPWS Teader for the counselor's use in the planning interview that

follows. (see "Materials" at the end of the section marked "Rating").

Basic Format
Through an informal lead-off into the obstacles that age, sex,
criminal record and lack of skills bring to job hunting, the Workshop
Coordinator encourages a general discussion, or rap session, about
specific job-related problems (emphasis on solutions), successas
experienced and the kinds of jobs desired. (The attendees share two

similarities--a criminal record and the need of satisfying employment.)

Group ITI, Section D
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The counselor now turns the discussion to the two primary skills
one must have to succeed in job-search efforts: 1) filling out the
application and 2) responding effectively in the personal interview.
This half-hour may be spent covering the do's and don'te lu obarrve in
CFilling out the application, these being:

- Print as legibly as possible.
~ Fi11 in a1l blanks.

- Include a phone number. (Use the tmploy-Lx nuwher and job
counselor's name if participant has no phone.)

- References: Use Employ-Ex and counselor's name, if no other
references. ‘

- List all positive information: education, training, previous jobs
worked, special skills, knowledge of special tonls, unpaid
(volunteer) experience.

- Include education, training and work experience in a vorrectional
institution, even when other work history exists. (This selis
the idea that the participant was productive and busy while
incarcerated,)

- Answer the guestions regarding convictions honestly and concisely.

- Negatives on applicationwill be discussed 1n interview,

The counselor-in-charge emphasizes the fact that, if a participant cannot
complete an application, the counselor, & volunteer, or friend can heln,
and the application xeroxed so the participant can give copies to companies
he/she applies to independently. (This form may be used in lieu of a
resume. )

Now participants may complete application forms in pencil. Thoy

use either the form shown in the Evaluation Section, or, if the counselor prefers,
the back page of the Employ-Ex application form dealing with education
and work history. (New applicants to the program fi11 out the application

forms in pencil, so they may be used for this purpose, finalized in the

Group III, Section
-
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workshop, and copied for personal use.) Phone books are supplied for
addresses and phone numbers, The person in charge makes sure those who
need assistance in reading and writing, obtain the proper help, eithﬁr
from another participant or a volunteer.

The application has three purposes:

1. It forces the participant to organize (in o positive way)
personal, educational and work background and history, thus
forcing positive thinking.

2. 1t provides the éontent to be used in Tater mock interviews.

3. It serves as a model used in completing later applications.

During this period,'individuaW applications are reviewed for neatness,
completeness, and positiveness, by the participants themselves, to find
out if the applications sell employment potential in a11-pdssib1e WY,

Videotape equipment is set up before the remaining segment. Pass out
the "Workshop Review" (Materials, this section) before the mock interview,
The coordinator then exp?ains the purpose and'process of the video~taped
mock interview. Business people are scheduled at this time on a volun-
tary basis, to assist as interviewers in the mock interviewing prccéss,

" The counselor usually chooses one or two participants and builds them

up to do an interview; théh follows with the more re]uctant participants,
Everyone must do an,inﬁerViéw. For many,'it is a painful process that
has to be coaxed along., Others, adept in the interview process, can
contribute through group input and critique. The experience 1s well

worth the initial apprehension.

Pre~Placement Follow-Up

At this point, the,particfpant is assigned a case number which is
entered on the individual case jacket, and on the follow-up card, which

is dated ahead one week or: sooner, and placed in the follow-up tickler

-t Group II1, Sectfon D
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file 30 it will be retrieved on the due date. This is a precaution Lo
ensure continued‘attentibn to immediate job needs.  During the week ahead, the
counseling team will make a.-concerted effort to develop a number of

interviews with Tikely employers.

Follow Through on Mon-Atlendees
The JPWS Coordinator keeps a "workshop upatiended™ Tile and atiempls
to contact participants who don't appeak for the workshop,  After
reasonable attempts are made without response, the leader Lakes no

further action and places those files in the proaram dead file,

JPUS Feedback to Counselors
At the end of this section, under "Material," is a self-explanatory
form calling on>the JPWS~Coérd1nator to rate participant attributes
demonstrated in the workshop. Weak ("poor") areas should be followed through
with brief narratives. If special guidance is indicated. or prescriptive
workshops are in order. a discussion should take place with the

coordinator, counselor and participant present, -

Equipment Needed

Tables , 5-6' section movable partition
Chairs - ; Video camera/recorder
Blackboard : s Charts {tips on job seeking,
o interviewina, keeping, and
Large metal (locking) cabinet cold canvassing for jobs)

Interviewing table

Group IIT, Section D
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Job‘Preparaﬁion Workshop
- Materials Insert

Workshop Review

Job Interview Scale

Applying On Your Own For A Job
Cold Calls '

Job Preparation Workshop Ratiﬁgi

Extended Sample Format (undg?fpeve1opment,,12-76)

Group I1I, Section D




WORKSHOP REVIFW

1. RULES OF THE GAME

A.

II. JOB
A.

B.

DON'T GET DISQUALIFIED
1. NEWSPAPER ADS {CALL ANYWAY)

a. TITLE - EXPERIENCE - MARITAL STATUS ~ RESIDENCE
2. AD CALL

GET THE APPOINTMENT - TALK AS LITTLE AS POSSIBLE

3. FIRST IMPRESSIONS .

a. PERSONAL APPEARANCE - NEAT - CLEAN

b. DRESS TO GO TO WORK

c. ATTITUDE - INTERESTED ~ STAND TALL

d. DON'T DRINK ALCOHOL BEVERAGES OR USE DRUGS PRIOR TO AN INTCRVIEW
4. APPLICATION

a. NEAT -~ READABLE - PRINT

~b. FILL IN ALL BLANKS - LEAVE NO VOIDS

¢. FOLLOW INSTRUCTIONS

d. ALWAYS HAVE A PHOMNE # (INCLUDE EMPLOY-EX # IF YOU DON'T HAVE ONt.)
5. INTERVIEW ATMOSPHERE

a. GOOD HANDSHAKE

b. POSTURE - BODY LANGUAGE

c. EYE CONTACT
SELL - JOB OFFER - BUY
1. BE PREPARED
2. WHAT DO YOU HAVE TO SELL?  (PERSONAL EXPERIENCE -- TELL STORY.)

VLo oo oo

ELLING TOOLS (ASK FOR THE JOB)
a. SECONDARYQUESTION CLOSE
1. GAN-I-HAVE-THE~JOB2~--¥ES (DON'T ASK)
2. WHEN DO I START WORK? (ASK)
b. PUPPY DOG CLOSE
1. LET ME WORK FREE TODAY.
2. TRY ME FOR A WEEK. (TRIAL BASIS~--NO COMMITMENT--LET WHAT T DO SPEAK
FOR ITSELF,)
4. J0B OFFER (SELL UNTIL JOB IS OFFERED~~THEN<---- )
5. BUY - SALARY - BENEFITS - HOURS - TOOLS - VACATION
SEARCH - RESEARCH ,
IMMEDIATE: MEWSPAPERS (BOTH) - PROFESSIONAL COUNSELORS - SOLICIT HELP FROM
FRIENDS, ETC. (PLAN - Do EVERY DAY M-F)
SECONDARY - YELLOW PAGES = CONTACTS INFLUENTIAL - ASK EVERYONE ABOUT JOBS
(LAW OF NUMBERS - EXPOSURE - 10 INTERVIEWS A WEEK)

ITI. INTERVIEW TIPS

A,

ANSWERS TO KNOW.

WHY DO YOU WANT 1HIS JOB? ‘
WHAT DO YOU ENJOY ABOUT THIS TYPE OF WORK?

WHY DO YOU WANT TO WORK FOR OUR COMPANY?

WHAT IS YOUR BEST PERSONAL ASSET?

oo
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B. INTERVIEW TIPS

1.
2.

3.
4.
b,

~N o

KLLPING
1.
2.
3.

6.

8.

BE YOURSELF - SMILE AND TALK NATURALLY

KNOW SOMETHING ABOUT THE COMPANY - THINK IN TERMS OF WHAT YOU CAN DO FOR
THLM, NOT WHAT THEY HAVE TO OFFER YOU

DRESS NEATLY - GROOMING SHOULD BE FLAWLESS

BE E?RLY - OBSERVE OTHER EMPLOYEES

DON'T ..

a. SLOUCH AT INTERVIEWER'S DESK

b. SMOKE UNLESS INVITED

PLAY HARD TO GET

MONOPOLIZE CONVERSATION

DISCUSS PERSONAL, HOME OR MONEY PROBLEMS

CRITICIZE FORMER EMPLOYERS

HAVE ANYTHING IN YOUR HANDS

DON'T TALK MONEY UNTIL YOUR VALUE IS ESTABLISHED (SKILLS, ETC.)

DON'T “TITLE" YOURSELF, SUCH AS "I'M A FOREIGN CAR MECHANIC",

RATHER, SAY, "T'VE HAD EXPERIENCE WORKING ON FOREIGN CARS."

BE ALERT AND ACT INTERESTED

ASK TF YOU'RE QUALTFIED (IF YES, "WHEN CAN I START?": IF NO, "WHAT IS
KEFPING ME FROM BEING HIRED TODAY?") GET ALL OBJECTIONS OUT IN THE OPEN,
("IS THIS THE ONLY THING?") CONVERT NEGATIVES TO POSITIVES (TRUST BASIS).
THE JOB ONCE YOU GET IT

LOOK FOR THING TO LIKE ABOUT YOUR NEW JOB,

COMMIT YOURSELF TG STAY FOR 30 DAYS WITHOUT PASSING JUDGMENT ON YOUR NEW JOB.
DO YOUR BEST, BUT DON'T "OUTDO YOURSELF," CREATING UNREALISTIC EXPECTATIONS
SUCH AS ARRIVING AT WORK 15 MINUTES EARLY EVERY MORNING FOR A PERIOD OF TIME
AND THEN LATER BEING 5 MINUTES EARLY. THIS IS NOT AS GOOD AS BEING
CONSISTENT: FOR EXAMPLE, BEING 5 MINUTES EARLY EVERY DAY.

CONCENTRATE ON YOUR JOB WHILE YOU ARE ON IT AND THEN LEAVE IT THERE WHEN
YOU LEAVE.

ASK WHAT YOU MEED TO DO IN ORDER TO GET A RAISE. (HOW CAN I IMPROVE?...)
LEARN HOW TO DO YOUR JOB WELL--YOU WILL LIKE IT MORE. (TAKE PRIDE IN YOUR
WORK,) SPEAK IN TERMS OF YOUR SKILLS, (BE A GENERALIST.)

BE ON TIME. IF YOU ARE GOING TO BE LATE OR MISS WORK, BE CERTAIN TO CALL
YOUR SUPERVISOR BEFORE YOU ARE DUE FOR WORK, EVEN IF YOU ARE ILL. IF YOU

MAKE AND KEEP AT LEAST ONE FRIEND ON THE JOB,

- XL HiD D

Group IIT, Section D

-9 -




JOB_INTERVIEW RATING

Appearance _and Mannerisms

Dressed appropriately for job interview
Maintained eye contact

Refrained from nervous mannerisms

Interview Conversation
Followed negative statements with positive statements
Showed enthusiasm for work, appeared alert
Avoided street terminology
Asked questions about the job
Specifically asked for the job
Used a call-back closing

Thanked the employer

Ability to Explain Skills

Supported job cnoice {work history, skills, related experience,
training, hobbies)'

Described specific work skills (typing speed, names of machines,
etc.)

Responded to ambiguous questions as, "Tell me about yourself,”

by citing skills and abilities.

Ability to Answer Problem Questions

Medical record, incarceration record

Explained other problem areas (age, lack of experience, poor
work record, 1ittle éducat1on, employment gap)

Expressed individual awareness of growth, change, and goals

Group III, Section D
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JOB INTERVIEW RATING SCALL

Satisfactory

Needs Improvement

Appearance and Mannerisms

S

S

S

N
N
N

Dressed appropriately for job interview
Maintained eye contact

Refrained from nervous mannerisms

Followed Suggestions of Prep Program

S

S

¥

[0 T Ve |

N

= B2 =2 =2 =2 =

Followed negative statements with positive statements
Showad enthusiasm for work, appeared alert

Avoided street terminoloay

Asked questions about the job

Specifically asked for the job

Used a call-back closing

Thanked the employer

Ability to Explain Skills

S

N

Supported job chaice (work history, skills, related
experience, training, hobbies)

Described specific work skills (typing speed, names of
machines, etc.)

Responded to ambiguous questions as "Tell me about,
yourself" by citing skills and abilities

Ability to Answer Problem Questions

S
S

N
N

N

Medical record, incarceration record

Explained other problem areas (age, lack of experience,
poor work record, 1ittle education, employment gap)

Expressed individual awareness of growth, change, and
goals .

Group I11I1. Section D
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EMPLOY-EX
APPLYING ON YOUR OWN FOR A 0B

Before completing an application, you have the right to
find ouvt if the company is hiring now or in the future,
If so, what are the requirements of the job benefits, hours
of work, etc.?

If you decide it is worth the time to complete an appli-
cation., use the copy completed at Emplov-Ex as a sample,
This can save a lot of time and should be accurate.

When returning the application to the secretary you have
the right to request a personal interview. If this is

not convenient, you can find out when to come back for an
interview. Find out the employment manaqer's name, The
idea 1s to by-pass the secretary and deal with the man

who has the power to hiré. Later, if you call the company,
ask for the employment manager by name,

Call the comodny back periodically. This lets them know
you are serious about seeking a job, and they will get to
know vour name.

If vou have trouble completing any application form. take
it with you and have someone, such as your counselor at
Emplov-Ex, assist voﬁ.

Remember to specifically ask for the job. Sometimes the
employer doesn't offer the job because he doesn't think

the applicant wants it. If you want the job say so.

Group II1I Section D
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COLD CALLS*
(JPWS Supplement) _
A telephone call to companies who might need someone with your skills

or interests is a very good method of obtaining an interview. As with the
interview itself, a cold call should he a selling of your job relaled skills
to the employer. Remember even thouagh a cold call to an emplayer is not
easy, it can be very effective in terms of a possible job.
When yéu are making cold calls, four points should be covered:
1. Establish contact 2. Arguse intereast

3. Develop interest A. Clase the gonversation

1. Establish contact
You need to establish contact with the person who has the responsi-
bility to hire people., Otherwise you may be trying to convince a
receptionist or switchboard operator to interview you.
An example which cdn be used:
"Hello, I'd 1ike to speak with the Personnel Manager -- could

I have his name please?"

"Hello, I'm looking for a job and would like to speak with ihe

person who does the hiring -- could I have his name please?”

2. Arouse interest
Once you have the person who does the hiring on the phone, don't
pause. Immediately try to arouse the employer's interest hy introducing
yourself and telling the reason for your ¢all, You should introduce
yourself in terms of the skills or interests you have that the employer
values,
*The Lazar Institute's The Transition from Prison to Employment: An
Assessment of Community-Based Assistance Programs "Selected Program Materials",
Appendix H, Louisville, Kentucky Clearinghouse for Ex-Offenders, Louisville,

Kentucky, "Suggestions for Job Development and Placement for Ex-Offender
Agencies", October, 1976.
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Example:
" "Hello, Mr. Mason; this is Tharold Krammer, and I have experience
as a shipping and receiving clerk.”
"Hello Mr. Morris, this is Alton Hegsen. and I have on interest
in photography."
The first sentence should contain two things -- your name and a

statement about your skills or interests,

Develop interest

If the employer is at all interested, deveiop that interest by
stating a few work experiences, related work experiences, training
experiences, educational courses taken, aptitudes or hobbies.

Example:

"1 have worked with the multilith machine for 4 years.'
"I have completed a course in the operation and repair of diesel
trucks and I have driven a semi for 2 years."

"1 have just completed a training course in business practices
and 1 am excited to put it to use on & job."

"1 would 1ike to Tearn the restaurant work from the bottom up. "

Close the conversation

You are trying to obtain an interview, not a job, so try to set up
an appointment for an interview. Then close the conversation in a
polite manner.

Remember to write down the time and place of the interview and the
interviewer's name.

Example:

"1 know you sometimes have openings in the machine shop and 1

Group III, Section D
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thought you might want to interview me, «ay this afLernoon or
tomorrow, "
“Yas, tomorrow at 2:30 would be fine. Thank vou for your time.

Good bye."

REMEMBER
Even though the employer will not interview you or is not very polite,
always close the conversation with "Thank you for your Lime." He might

have an opening at a later date that you would like to apply for.

EXAMPLES OF A COLD CALL

"I would Tike to speak to the person who hires factory personnel.”

"Mr. Mason, this is Tharold Morris, and I have had experience driving frucks,
I have done most of my truck driving in Minneapolis, so I know the area well
and T enjoy driving. I know you sometimes have openings like this so |
thouth you might have a use for someone with my skills, I would be

available for an interview Monday, Tuesday or Wednesday of this week.”

"Yes, tomorrow at 10:30 a.m. would be fine. Thank you for your time.

Good bye.

Establish contact: "I'd 1ike to speak to the person who hires for your
company -~ what 1s his name please?”

Arouse interest: "Mr, Means, this 1s Lenny Crisco, and 1 have had
experience working on foreign cars."

Develop interest: "I have also completed a vocational school course in

mechanics and I am very familiar with the use of metric

tools."

Group III, Section D
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Close conversation:

Close interview:

"I know you sometimes have openings like this so
I thought you might have a use for someone with my
skifls. 1 would be available for an interview any

morning this week."

"Yas, Monday at 3:30 would be fine. Thank you for

your time. Good bye."
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NAME KOPKEHOD COORDINATOR

DATE o
JOB PREPARATION WORKSHOP RATIN:.
Places in Participant File
GOOD  AVECRAGE
1. PARTICIPATION IN WORKSHOP ’:::;l [;;;]
2. INTEREST IN MATERIAL j::: f“;:]
3. PERSONALITY :::] l;:m
}

4. ATTITUDE [::] SO

b
1 RN

5.  APPEARANCE ] -
6. INITIATIVE-CREATIVITY *aw“! .
7. INTERVIEWING SKILLS | I

SPECIAL COMMENTS (EXPLAIN ALL*VX }POOR RATINGS):
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SOME_COUNSELING CONSIDERATIONS

Since there 1s no way to typify ex-offenders as a whole, neither is
there a way to suggest a particular counseling style. Individual needs
vary; and counseling approaches attempt to compliment those variations of
need,

Participants are encouraged to relate to the program as a whole, by
thinking of all Employ-Ex staff members as resource persons to be used.
However, the participant-counselor relationship is central to all others
ensuring continuity of services, reinforcement of goals, and, ultimately,
separation from the counselor and agency (having assimilated the same or
better resource development skills than were employed in his/her behalf.)
Care should be taken that those reTafionships aren't dependency-provaoking,
Counseling should remain basically resource-oriented. Soume frequently-

called-on counseling needs follow.

Leisure

After immediate needs are met with a paycheck, the critical period
isn't ended. It is easy for outside activities (or lack thereof) to
affect the job. Forty hours of work activity in no way provides for
evening hours and weekends. Without purpose, drugs, alcohol, fantasy
and former cronies invite sérious negative consequences.

To the greatest extent possib]e, realizing resources are primary,
Teisure time should be considered a vital part of the counseling process,
This can be accomplished by including Teisure planning in initial
participant goal-setting, and providing information about Tow-cost or

free community activities_(loéa) YMCA/YWCA are usually good starts)., It

Group III, Section E
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is also important to practice what you preach. Be a good example fo%

participants by utilizing your own leisure time in meaningful ways.

Invite and encourage spouses to participate in the early counseling
process, Family counseling shows its greatest value in goal setting and
realization, Informal exchanges on the phone with families, during follow-
up, or pre-arranged meetings including the participant’'s spouse, can bhe

very productive in reinforcing goals and relationships.

Emotional/Psychological Therapy

Few participants have required referrals for psychological treat-
ment since the agency prefers to sift out problems on a behavioral basis.
Referring a participant to a mental health clinic may create and
perpetuate distrust unless it 1s done at the participant's request.
Participant personality testing by the project also provides a vehigle for
suspicion and has little or no value in enhancing the participant's ability

to function and relate effectively.

Drug/Alcohol

Because drug and alcohol problems are so prevalent among ex~offenders,
ready referral to alcohol or drug-abuse programs is supportable. Staff
(a "f]oatgr“ job descripfioﬁ‘is in "Staffing") can sometimes provide this

kind of counseling support.

Special Resource Problems

(Assigned or chosen specialities 1n addition to regular caseload
duties) are available for education, veteran benefits and transportation,
These functions are also described in floaters, (see Staffing Section.)
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A Philosophical Perspective

Throughout the process of participant resource development and
utilization one philosophy must prevail: The most enduring form of help
is self-help. Self advocacy on the part of the participant should be
encouraged whenever possible, and ways to gain resources through one's
own efforts should be taught and reinforced at every turn., To do
otherwise is to enhance dependency--a dangerous trap for the nx=of fendar.
The ultimate goal of resource developers 1is to pass on to participants
their own legitimate hustling skills so that project resources will

no longer be needed or desirable.

DEVELOPTNG J0BS
It can be said that the success of the program in achieving its
goals is in large part dependent on its ability to provide participants
with access to a variety of job oppartunities. Ry getting and holding
a Jiob, the ex-offender casts himself as a productive, seif-sufficient
and contributing member of the community. The participant who is gain-

fully employed is also more readily accepted into community 1ife,

Function of Job Development

It 1s the task of the job development component to: 1) identify
resources, 2) establish new, and safeguard existing relationships with
employers, 3) provide the services staff and participants with in-

formation about and access to employment resources., and 4) assist the services

*This section undergoing further refinement at publication date.
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wtaff in matching people with job specs.

Job Development, Guidelines

Several guiding principles relative to job development have proven
useful:

1. Cultiyate jobs that appear to provide the ex with a positive and
rewarding experience, avoiding businesses that appear hostile or
discriminatory.

2. Acquire as much information as possible about a company and job,
50 the counselor can determine suitability to participant's needs, abilities
and interosts.

3. Communicate to the amployer the project’s belief in the business
value of hiring offenders and ex-offenders.

4. Ge honest with the potential employer abcut any risks or problems
that may surround a participant being cons%derad for employment, in order
to avert a failure situation based on misconceptions.

5. Obtain prior information about empioyer needs in order to gear
the job deveioper's presentation to those needs, (Be prepared to suggest
names of several participants who might fi11 a given job.)

6. Be prepared to overcome obstacles posed by the employer regarding
hiring ex~-offenders, Employers vespond more favorably to good business
reasons for hiring than to social appeals.

7. Once the placement is made, follow up with the employer and be
ready to help resolve any problems. (This safeguards both the participant's

continued success, and the employer's continued confidence in the project.)

Group III, Section F
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8. Sell the program first, then the participant. Obviously, if the
project's reputation is based on a single person, the failure of that
person to perform well on the job will transfer (in the employer's view)
to the agency as a whole. Converse}y, an émp1oy9r who is sold on the
concept that hiring offenders and ex~offenders is good business will be
willing to continue recruiting from this Jabor market, despite an unsatis-

factory experience or even several washouts.

Some Selling Points

1. The fact that participant entrance into the project is voluntary
presumes a willingness on the part of the participants to get and keep a
job. This evidence of motivation {s transmitted to the emplayer.

2. As a whole, ex~offenders'have proven to be trustworthy and con-
scientious workers, as evidenced by the experience of the U. 5. Department
of Labor's Bonding Program‘for Ex-0ffenders. According to a DOL bulletin
released November 13, 1975: |

The extremely low default rate has enabled the program to
cut in half the cost of bonding from $1.75 to §.85 for $500
coverage per year. Bequn on a pilot basis in 4 c¢ities, the
bonding program has operated nationwide since 1971. Through
June, 1975, it has bonded 8,084 persons.

3. The DOL Bonding Progfam contracts with commercial bonding companies
to provide fidelity bonds up to $10,000 14ability for ex-offenders who need
to be bonded to hold jobs, but~who cannot get regular coverage because of
personal background or 1ack of credit references.

4, Participants receive supplementary services not usually available

to regular job applicants.:‘Thésé services‘inc1ude counseling., emergency
services, the job preparation workshop, opportunities to upjrade their
skills, and regular f011owéup'to ensure that these service needs are met

once they are employed.
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b, Placement services to the participant and the employer &re on a
no-fee basis, and therefore involve no money investment.

6. The single-mindedness of the project, i.e., redirection of the
ex-offender, ensures the employer that involvement with the agency is free
of controversy or entanglements in other causes,

7. Since two-thirds of the Employ-Ex participants are minorities, the
project represents a good source of employees for companies wishing to meet
affirmative action requirements.

8. Program involvement of the employer is one of the best ways to
sell the project. Business representatives are invited to participate in

the job preparation workshops where they can personally evaluate the merits

of hiring ex-offenders. Some hires have been made directly out of the
workshop. This kind of involvement allows the employer to understand and
retate to the common problems experienced by ex-offenders,

9. The best way to sell the project to employers is to do a top-notch
screening and matching job. The satisfied employer is the best advertisement
we've got, and will respond to this valuable service. ¢

10, Cite accurate and current data about cost savings and reduction of

recidivism among the successfully employed ex-offenders. These findings

dre very impressive and should be used. For examplie, one might compare the
cost of warehousing an individual versus the cost of putting him/her in touch
with a suitable job. The fact sheet on the following page (updated

monthiy) provides a wealth of information for this purpose.

Following the tact sheet is another excellent 1ist of job development

Lrps which is taken from the Lazar Institute's publication dealing with

Lhis subject.
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EMPLOY-EX, INC.
December 1972 - September 1976

Participants

Employ-Ex has served over 2200 felony offenders during this period,
since May, 1976, Lhe agency has begun serving persons deemed suitable for
pre-trial release services. Chicanos and Anglos are the dominant ethnic
groups among the participants, with 34% each, while Blacks comprise 30%
of the total, and others (including American Indians) represent 2% of the
total. Approximately 4% of the participants are women. The current intake

rate has ballooned to 80 plus per month,

Services Rendered
Job and educational development, various types of counseling, trans-
porlation, food, clothing and shelter assistance are provided to Employ-

Ex participants.

Job Referral and Placement

During this period, 3100 job referrals were made for 1750 participants
(not all participants are seeking employment) resulting in 2765 jobs for
1445 persons (many participants require more than one placement). The
current placement rate is 60 plus placements per month. The average

wage of initial job placements has been $3.38 per hour, and this average

is increasing.

Employment Resources
Employ-Lx participants have been placed in over 850 Tocal businesses

and service agencies during the past four years.

Employment Durability

0Of the participants placed on jobs during the past year, approximately
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50% have remained employed the total time since initial placement. An
additional 256% of those placed have remained employed 60% of the tine

since their inftial placement.

Recidivism

As compared with a time corrected Denver Anti-Crime Council baseline
sample, participation in Empioy-Ex has reduced arrest for impact offenses
by 44% (the stated objective is a 25% reduction). It should be further
noted that a 08% reduction in impact rearrest was registered for those with
suctessTul vocational experience--this group's one year impact rearrest

rate was 5.1%.
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Louisville, Kentucky Clearinghouse for Ex-Offenders’

BASIC SUGGESTIONS FOR JOB DEVELOPMENT AND PLACEMENT FOR EX-OFFENDER AGENCIES*

1. Contact the cmployer via letter or phone call to briefly explain your purpose
and arrange an appointment to explain your program to him.

2. Be prompt and on time for the appointment.

3. be appropriately dressed. Be dressed in a businesslike fashion, not in
casual dress. Remember that this is a business call.

4. Bring materials to leave with thée employer which pertain to your program and/
or the clientele you represent. A calling card is a must.

b. Explain your program precisely. Be honest and open. Emphasize the -
advantages of his hiring through your program. Have this well thought out
hefore you meet with the employer. Do rot "shoot the bull." Do not use
the "give o guy a break” angle. Be businessiike. Have statistical data
ot hamd to discuss concerning your program, costs to us all of the ex-
uf fender problem, etc.

O Inquire about, his/her vompany. What kinds of jobs are there? Make mental
notes of "hasics® of employees there, such as a company profile sheet, It
i% ddVlsabic 1o make notes after the dppo1ntment not dur1ng discussion, If

7. Invite the employer to visit your office and to meet your associates. Afford
him/her the opportunity to see firsthand what your program is all about.

Follow up on _visit appropriately.

9. Keep in touch with the employer. Maintain a company profile sheet to refer
to in future confacts.

10, Know what the employer needs and is looking for with each job opening. What
is Lhe job description? What are the physwca? and mental entry reqguirements?
What about transportation? What shift is the job? Does company have
restrictions on the criminal record?, etc...

1. before Jend1ng your client to the employer, be certain he is appropriate for
the opening and that he understands what the facts of the job are. Remember,
he 1s rcpresentat1ve of you and your program to the employer.
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12, Level with the employer concerning your prospective referral. Don't
mispresent or "hide” anything basic to the job opening.

13, Foilow up with employer after your client is placed. Show your interest
in your client being a good employee for him. If problems develop, try
to assist and offer this assistance to the employer.

4

*The Lazar Institute's The Transition from Prison to Employment: An
Assessment of Commun1ty~8ased Assistance Programs "Selected Program
Materiails", Appendix H, Louisvilie, Kentucky Clearinghouse for Ex-
Offenders, Louisville, Kentucky, "Suggestions for Job Development and
Placement for Ex-Offender Agencies", October, 1976.
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Accumuiating and mainiaining goad cnnlayment reqourges ‘nvolves g aroal

deal of information gathering and good community relations.

Sources of Employment Information

Participant Referral. Very often, a newly-placed participant will ask

how he/she can help the project in return for helping secure the new job.

One way is to become an "ear" into the organization, providing the project
with valuable information on existing or potential job openings, working con-
ditions and any significant changes occurving inside the company that wight
have a bearing on the future availability or quality of employment there.

Business Referral. A satisfied employer will both refer other businessmen

to the project or refer the project to other businesses with job vacancies.

Public Speaking. Acency staff members are occasionally called upon to

make presentations on the program. These are good opportunities to publicize
the program as well as to identify employment resources.

Advertising. A number of advertising techniques are emoloyed to publi-
cize the project's job needs. These techniques include dafly ads in the
“personals” and "situations wanted" classifications, personal staff appearancas
on public interest programs, a monthly mailing to employers of brief resumes
(the "ivailable People List") highlighting the diversity of skills and back-
grounds available among particiﬁants seeking employment), and the job development
potential of articles in trade magazines. (Radio spots, in using the media
section, can double for newspaper ads. )

Newspaper and Local Mewsmagazine Business Stories. Frequently, newspaper

business sections will include articles on company expansions, new contracts,

‘Group III, Section F
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new products or services, or moving to largér quarters. Such information can
he a tip-off for the job developer to contract the personnel officer and
establish/renew information exchanges, in addition to relaying the project's
willingness to assist in the screening of new personnel.

The Grapevine, TFriends and families of staff members, project board of
directors, other comparable programs, current and previous project participants,
and interested persons may be willing to pass on information about new vacancies
at their own or others' places of employment. An occasional reminder to that
effect to non-service staff and the aforementioned persons can bring in
additional job slots.

State bmployment Service. A microfiche machine, utilizing microfilm
from the Colorado Depdartment of‘Emp]oyment‘s job 1istings for public and pri-
vate sectors, are updated daily with new tapes. However, this approach has

not proven to be particularly useful and has been discontinued at the Denver o:..ce.

Telephone Directory. Cold calling from the yellow pages can often

identify potential employers when other resources are exhausted.

Affirmative Action Notices. Almost any business will welcome your request

to be placed on their affirmative action mailing list.

National Alliance of Businessmen. The daily job opening 1ists from the

local office of NAB has been vital {0 the development of the project's job
bank from the inception of the program.

Contacts Influential(or comparable business directories). This is a
divectory leased at $200 per year and updated monthly, containing current
information about all employers in the metropolitan area. Such pertinent

information as persons to contact, their titles, the nature of the business,
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the number of employees, and businesses by geographic Tocations provides ‘
the job developer with a wealth of information about the business and how ‘
to gain access. Xerox a copy of a page, or pages, for a particular individual's

self search job development.

Public Service Announcements. See ”Materia?s" at end of this section.

Contacting the Emplayer. While initia? and follow-up contacts with an
i . Q

employer can be by phone or mail, a persdna1 visit has greater impact and
is the technique generally used.

Competing for Empfoyer's Time. A necessary assumption to make in

approaching employers to set up a meeting is that, during the cburse of the
week, many demands will be made on their time. In addition to running their
businesses, they will probably have a full schedule of meetings with people
Vike yourself, wanting to discuss ré1aﬁed matters. Since the job developer
is competing with others for his/her time and energy, the strategy should

be one of appealing to company needs‘so iﬁe importdnte and uti1ity of the
yisit will be enhanced. To that end, eachxéhp]oyer should be approached as
an individual with unique situations and problems_fo contend with. In order
to relate on an individual basis, the job developer obviously needs to accu-
mulate information about the businessman and/or company business to have
something to re}ate the visit to.

General Guidelines. Guidelines for setting up, conducting and following

up the personal visit are discussed here in terms of how to make the contact,
what the job developer needs to know about the emp1byment situation, and
what the employer needs to know about ex-offenders and the program, and the

timing sequence for all of this,

Grous IT1:, Section F
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Setting Up the Personai Visit

1. Set up the meeting bjﬂphoney\ In cases where previous personal
contact has been made with thefempiéyer, a phone call 1is recommended to
reconfirm and formalize the meeting.

2. Make the contact as eérly in the wesk as possible--Monday or Tuesday
-~before the employer's schedule fills up with other appointments. The first
few hours on Monday morning are usually spent getting organized for the week,
so hold off until mid-morning. Knowing the company's starting Lime would be
useful; the call should not constitute an inconvenience.

3. After an introduction and brief description of the program's goals,
if this is a referral, mention the name of the person who made the referral.

4. Elicit the employer's interest by indicating briefly some ways the
project might be of service to him/her, e.g., by filling a current job
opening. (This will require prior information about the business.) If the
employer asks questions, there's probably a job there.

5. Indicate your desire to get together with the employer to discuss
in more detail the possibility of working together. Try to schedule the
meeting as soon as possible while your call is still fresh in his/her mind.
Shoot for an afternoon "prime time"--perhaps right after Tunch when the
employer is still relaxed, but not yet too involved with something else.

Ask for at least a half-hour. This will provide enough time to "sell your
product” and gather informatian you need about the company, and indirectly

communicate the importance of your visit.

The Personal Visit

The personal visit is a valuable opportunity to learn more about the
employer and business, to determine its suitability as employment for ex-
offenders, to establish cooperation by selling the company on the value

Group II1, Section F
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of hiring ex-offenders through your agency, and to get a feel for the type

of participant {(skills, temperament, etc.) appropriate for the working situation.

Information to Look For.

1.

11.
12,

14.

15.

Type of business, What jobs do people do there and what skills are
required? .

Size of the business. How many people are employed by the company?
What are the various departments that comprise the business?

Local or branch. 1Is there a possibility of transfer to another location?
Hiring practices. On what basis are decisions made to hire? Nre
resumes, applications, testing required? Is there a trial period before
hiring? What is the turnover rate?

Wages and benefits. Does previous experience influence starting

salary? What is the base wage and how are salary increases determined?
Are wages marned on a piece-work basis or flat rate? What are the ralos
for overtime work? Does the company have: a retirement plan, insurance,
health benefits, vacation benefits, sick leave, etc.?

Working conditions. Are there any occupational hazards related {o any
jobs? Is the physical environment suitable?

Hours. Are there a number of work shifts?
Union or non-union?
On-the-~job training, What types and for how long? Is it salaried?

Location. If not accessibTe‘by public transportation, are other
transportation facilities available? Are there car pools?

Upward mobility. How often are promotions made and on what basis?

Management attitudes. What are the levels of responsibility?
Do employees participate in decision making?

Company stability. What are the company's assets? Recent contracts?
Have there been any recent Tayoffs or cutbacks? Are any more expected?

Previous history of ex-offender employment. How many and were they
successful? .

Affirmative action’hiring. What 1s the company's attitude about
hiring minorities?
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Much of this infarmation can be gleaned from inguiries and observations

before and during the meetings,  The project utilizes a number of other

sources to fi11 in any information gaps that may exist. These include:

former enployees
current employees
personnel department
annual reports

Chamber of Commerce
Better Business Bureau
competitors

personal contacts
business contacts

Once the company has been estahlished as a desirable place of employment

for project participants, the job developer seeks to gain the cooperation

af the employaer by making hin/her aware of the many advantages of hiring

ex-~uffenders whu are receiving support and -ssistance from the project. While

the job developer may on occasion direct employer attention to individual job-

seekers, the primary task of this component is o sell, not the individuai, _

hut the idea of employing ex-offenders, Here are some of the ways:

Sel

1.

g the Idea

Parspective.  The ex-offender often knows the alternative to legitimate

employment, what it's Tike to hustle for a living in the streets,
and the destructive consequences of that 1i7e style. The average
ux, Lharefore, has more at stake than just earning a living; the
Job signifies the first step toward changing the entire pattern ¢f
nis/her 1ite, and Employ-Ex reinforces this direction.

MoLivation. With this perspective on employment, and the knowlecdge
that he/she is under closer scrutiny than the average employee,

the ex is often more positively motivated on the job than the
average emptoyee. Given an equitable and rewarding employment
situation, the ex has proven, on the whole, to be a committed, loyal
employee.

Hard $kills. In most cases, the ex comes to a job with applicable
skilts developed prior to or during incarceration,
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4. Independence. 5 ohibiiory of survivine advevee opvivonment somefymes
andows the ex w1bh a strong sense of independence and resourcefylness
valuable to the employer who needs workers who can think for hem-
selves. (Any employee who is committed to the joh, performs well,

and grows on the job, is a valuable asset to any business.)

5. Free Placement Service. The project provideé a tabnr force al no
cost to the employer.

6. Human Factor. Employers can feel satisfaction in knowing they have
given somebody the opportunity to construct a positive experience
for themselves, and in knowing they have contributed to the decrease
in recidivism.

In addition, the project offers a number of supportive services Lo increase
the participants' chances of success on the joh. The employer should he made
aware of what they are:

7. Emergency Assistance. For most ex~offenders, the transition period
between release and the Tirst paycheck is a difficult one during
which many are compelled to resort to illegitimate activities for

1 self-support. The agency provides for such things as temporary room
! and board, clothing, etc., to ease the pressure on Timited money
resources,

8. Job Readiness. Participants are required to attend the Job Preparation
Workshop which orients them to the icb getting and keeping process, and

they are encouraged to become involved in all the job placement activities.

9. Counseling. Need assessment and heip and corresponding support in
decision-making and emotional/social support are available on a con-
tinuous and as-needed basis.

10. Screening. Program staff assess the various factors surrounding each
participant and refer them to job situations for which they seem
best suwted

11. Trans portat1on. If necessary, the project will provide the parti-~
cipant with transportation to and from the place of employment on an
emergency basis.

12. Bonding. The project can refer participants to the DOL Bonding Program,
where necessary, which will cover bonds up to $10,000.

13. Tools and Special Work Clothes, The project has referral outlet stores
which will provide easy terms (guaranteed loans) for special tools and
clothing required by the employer as a work contingency.

14. Follow-up. After a participant has been placed, he/she still receives
the active services of the project.

| Group III,}Section F
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Yinving Tmployer Couneralion.  he job dovelopor con expect to encoinler
a number of onstacles to placement, such as the genuine fears Lhat ex-offenders
will prove dangerous, untrustworthy and undependable. While the project
shonuld not deny the possibility that some participants may not make the grade,
the selling points on the previous pages should help to reassure employors on
these matters, Many employers find ex-offenders wore loyal and steadfant in
their jobs than average employees.

Probably the most important selling point i wade whon Lhe employer undor
stands the vital role played by business in the commmity-bhased corrections
process, when ex-offenders are hired into the company. The employer should
understand that, while dealing with people who are in many ways unique, the
employer is expected to provide nothing more than the same opportunities and
treatment afforded other employees. Where all employees are provided employment
suitable to their skills and temperaments, and where all employees are 1ruutod$

the chances for successful employment of ex-offenders are favorable,

Job Development Follow-Through

Little, if any, time should Tapse between an employer's expressed willingness
to consider project participants and an initial Jjob referral. The job develop-
ment sales pitch can only be actualized by a counselor's active pursuance of
potential job sources. Concepts and ideals fade away with the realities of day-to-
day business. First impressions last, however, and every effort should be made
to place a qualified participant with good risk potential when the ice is
broken. Employ-Ex experience indicates that if the first such placemeni is
rewarding, employers are w1]1fhg to experience ensuing failures without
disengaging Employ~Ex affiliation. Conversely, initial failures may inhihit

future placenents,

Group 111, Section F
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Interdependence of Job Development with Direct Services

The direct services staff influences the effectiveness of job development
by alleviating problems that constitute barriers to getting and keeping a job,
such as inadequate clothing, poor self-concept, lack of transportation,
undefined goals, or inadequate skills, and encouraging participant assertiveness.
The job development component influences the effectiveness of direct
services by creating a receptive climate for hiring ex-offenders in the
business community. Obviously, the job provides participants with productive
and rewarding activities that relieve the demand for direct services.
A graphic description of how job development and direct services staff

work together follows:

Group III, Section F
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MATLRIALS
Job Development

Public Service Announcements, Radio and Television

‘ Grodp 111, Section F
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TELEVISION
PUBLIC SERVICE ANNOUNCEMENT

AUDIO | VIDEQ

crime.

We can keep on losing, Help Empioy-Ex Slide of counselor at table with ex-offender

avm ex-offenders with responsgibility
instead of weapons.

s -of fenders need Jjobs. If you can Siide of Employ-Ex logo
help, call Employ-Ex at 572-8616.

firoup 111, Section F
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Our city has lost Loo many rounds with S1ide of two prison doors across cement yard



TELEVISION
PUBLIC SERVICE ANNOUNCEMENT

15 Seconds

AUDIO VIDEO

ERNPRIFAY

When the future's clouded ... People Blurred image of logo
get out of touch and out of hand.

Employers  focus on the future Bring logo into focus.
with jobs for ex~offenders.

EMPLOY-EX. It's free,
Call 572-8616

“Group TIT1, Section F




TELEVISION

PUBLIC SERVICE ANNOUNCEMENT

AUDIO
Only prisons profit from failure.

Helping a person go straight costs
a fraction of the taxes you pay to
Tock him up.

Stop supporting failure. Invest in
SUCCEesS.

Give your tax-free contribution in
the Employ-Ex Open Door Fund, ¢/
United Bank of Denver, 1700 Broadway.
It's a crime not to.

i3

$iide (1)

$lide (?)

Stide (3)

Slide (4)

Group 111, Section F

“ 22 =

VIDEO




TELEVISION

PUBLIC SERVICE ANNOUNCEMENT

AUDIO

You can determine how your tax dollars
are spent,.

Would you rather spend those dollars
to keep 40 men and women free, or to
keeep une man locked up for one year?
The price tags are the same.

We know iLs cheaper to prevent crime
than to correct it.

Why not stop building bigger prisons,
and start building better Tives?

It you believe in people, let your
woney tatk for you. Give your tax
deductible contribution Lo the
tmploy-tx Open Door Fund, ¢/o-United
Bank of Denver, 1700 Broadway.

Stide (1)

Slide (2)

Stide (3)
Slide (4)

Stide (5)

Group T1T, section ¢
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RADIO
PUBLIC SERVICE ANNOUNCEMENTS *

Ex-offenders need jobs, not sympathy. Call Employ-Ex at 5/2-8616.

Fase the energy crisis with jobs. Energy to burn at Employ-Ex. Phone
572-8616.

Sentence ex~offenders to responsible living, with jobs. Call Employ-kx at
572-8616.

EMPLOY-EX helps ex-offenders go straight. The number is 572-8616., The
password is "job".

Don't make them pay twice. Hire the ex-offender. Phone Employ-Ex at 572-8616.
Let ex-offenders help pay the tax bill. Hire them, Employ-Ex, 572-8616.

Help him live down the past; put-a job in his future. Call Employ-Ex, 572-8616,
Freedom is no favor without an income. Hire ex-offenders. Employ-Ex, 572-8616.
Sentence ex-offenders to 1ife outside, with jobs. Employ-Ex, 572-8616,

Don't keep skills and abilities locked up. Ex-offenders need jobs. Employ-FEx,
572-3616.

* Can double as newspaper "Situations Wanted" or "Personals®
Group III,zgection F




RADIO
PUBLIC SERVICE ANNOUNCEMENTS

30 Seconds

Employ-Ex is making sure ex~offenders have community outlets, so frustrations
don't build up and explode again, Whenever someone's onerqy is channeled into
a job, school, or training program, Denver is a 1ittle safer and richer than
before. MWant to help? Call 572-8616, If they can't count on you and me, who

can they count on? Call 572-8616.
Approximately 30 Secands

When jobs and seif-help opportunities for ex-offenders dwindle, crime soars.
That's why Employ-Ex tries to find re-direction for ex-offenders. When you
support Employ-Ex, you support a bridge that connects inmates inside prison
walls - to responsible jobs outside. Join the metro-Denver employers who are

proving it is good business to hire ex-offenders. Cell Employ-Ex at 572-8616.

30 Secands
I'm _ , counselor at Employ-Ex. I work with ex-cons. You know, we
can talk and counsel and motivate until we're hoarse, but it's no
good unless there's a job waiting at the end of the road. We've got a Tabor

force we're proud to offer Denver area employers. So call us, at 572-8616.

Group III, Section F




ARG

PUBLIC SERVICE ANNQUNCEMENTS

23 Seconds
52 Words

No-no's are everywhere. No parking. MNo loitering. No jobs ... especially

for ex-offenders. Isn't it time we clean up our act? EMPLOY-EX and a host of

Denver area businessmen are doing just that, Want to help? Call EMPLOY-Lx
at 572-8616. The password is "job". This is _ ~ __on

for EMPLOY-EX.

30 Seconds

There's an energy crisis that has nothing to do with oil. [It's called crime.

It's energy that destroys hecause it has nothing to build from. You can divert

the skills and talents of ex-offenders into productive channels, with jobs.

Employ-Ex, 572-8616. This is an energy crisis employers can beat.

30 Seconds
There's no law says you HAVE to give ex-offenders jobs. But there's plenty
of Taws for him to break if you don't. Drop the double standard, Help an
ex-offender help you. He's Job ready. But he needs a job. Call Employ-Ex,

572-8616. There's no law says you can't hire him either.

- Group III, Section F
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JOB PLACEMENT

Once survival needs are under control and the workshop out of
the way, counselors and coaches can begin in earnest to help the
participant set some goals and initiate a plan of action that will

result in a source of income,

Setting Goals

Setting goals--long-range, interim and immediate--are vital
because they provide a sense of direction without delay, so important
to self-motivation. Some questions that aid in the goal-setting
process are:

1. What do T hope to be doing six months from now? In a year?
Five years?

2. What would I like to do as opposed to what I'm qualified
to do?

3. What are my assets? My limitations?

4. What must I do to become qualified?

5. What are the existing opportunities to achieve the occupa-
tion of my choice? (training, education, or work experience)

These goals, established early in the participant-project
relationship, are recorded on a "Participant Plan" form (see form at
end of this section) and placed in the individual's file to provide
continuity of effort should the file be transferred from one counselor
or team to another, The goal-setting form is invaluable in terms of
individual programs because it reinforces the quality of service for

the counselor and determination of effort on the part of the participant.

Group 111, Section G
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Placement Variables

Urgency of Need

More often than not, participants need a job now. Indebtedness
and lack of permanent resources create a pressure to take the first
job offered. The pressure must be partially resisted, however, be-
cause the easy-to-get job is usually the dead-end, underpaid job which
does 1ittle to promote self-confidence, loyalty to the community,
and the concept that honesty pays. Sometimes, when employment experi-
ence is lacking and needs are urgent, a low-skill/low-pay job place-
ment is necessary. In such cises, however, those placements are
considered temporary and the agency is obligated to follow up period-

jcally until mare desirable, meaningful employment can be gained.

Economy

During a recessive period, fhe demands on project emp?oymenf
resources are heightened by the return of previously placed persons
who have been laid off their jobs. ODuring these periods, all staff
members betome temporary job developers, pledging a portion of their
time (or a number of job openings) and following leads they have
personal knowledye about. The problem, for many participants, is

finding a job they can l1ive with until a better one comes along.

Cost Effectiveness

The staff agrees it is more cost effective to spend a week
finding a desirable job than a day finding,a marginal one, because
the inadequate job doesn't last and results in a repetition of the
entire placement process,

Group 11, Section g
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Minimum Wage Criteria

As one of the Emp1oy~Ex_éounse10rs put 1t, "Our people don't
need us to get them a flunky job. They can find that on their own."
To discourage the perception of ex-convicts as a source of cheap
labor, the project maintains a minimum placement wage of approximately
one-third beyond Colorado's minimum wage. If training is part of
the package, however, and promotion is imminent (within 30 days),
placement can be made at a rate not less than 20% over the State

minimum wage.

Participant Qualifications

Participants in the pfoject range from the unskilled or function-
ally illiterate with no work history to individuals with a wealth
of experience and education. The latter are a minority, however,
and most would be regarded as difficult to place. While remedies
exist in the community, they are often impractical since participants
need income-producing resources. For this reason, the project
focuses (.s attention on gainful employment since most vocational
settings require another 1nc6me.; Opportunities for basic education
and vocational training should not, however, be bypassed since

many schools can suggest sources of money for‘a training slot.
Evening clésses are encougaged'where the individual is employed and

wishes to enhance his or her future earning power.

"Prlacement’ Defined

A placement 1s achieved when a participant is hired {n permanent,

full-time, non-seasonal employment at an hourly wage meeting

Group I1I, Section G
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or surpassing the agency's minimum wage criteria.

Location
If a driver's Ticense cannot for some reason be obtained, the
place of employment must be accessible by public transportation or

in-house car pools.

Participant Interests and Aptitudes

Probably the most important guarantee of job suitability to
individual interests and aptitudes i¢ the requirement that a given
placement be the participant's~-not the counselor's--decision.
However ideal the job looks to the staff, it's not going to be a

Tasting situation if the participant fsn't similarly impressed.

Work History

Experience isn't 31Ways an accurate measure of interest or
aptitude, but it can provide some bargaining power when seeking a
job. When work experience is sparse or absent (and even when it's
not), job experience during incarceration {s inc¢luded. This prac-

tice can be helpful in demonstrating that time during confinement

was used to improve skills and knowledge, or at Teast to assume/resume

the work ethic so apoealing to employers.

Job Conditions

Employer receptivity to the hiring of ex-offenders is of para-
mount importance. Placement is not sought in companies where
conditions are known to be adverse to the participants' best

interests. Participants alreddy placed can provide useful information

Group 11T, Secﬁion G
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regarding the favorability of a particular place of employment to

the ex-con.

Hotivation

It's always a pleasure to recommend to an employer the highly
skilled, highly motivated participant. Not so, the person who has
demonstrated poor stay?ng»power or who is obviously seeking a job
he/she doesn't want. The unmotivated person is generally the one
who comes into the office in Tate afternoon to ask about a job, or
who doesn't show up for the job preparation workshop. Special
working problems may be reported to a potential employer to aid
understanding and employer assistance in working positively with a
new employee. The policy to make services contingent on the parti-
cipant's active efforts on his/her own behalf helps guard against
the loss of good employment resources resulting from damaging employer-

employee experience.

Screening People and Jobs

Definition of Job Resource

Since educational and vocational grants are generally income-

producing, they are considered job resources, and placements are generally

included in wage and salary data gathered by the project.

The Role of Services Staff in Job Development

While the project has a full-time job developer, all counselors
and éoaches develop jobs;‘ UnTike the job developer who cultivates

and maintains major job resources, counselors and coaches generally

Group I1I, Section g
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assume a more particularized role, selling more individual skills
than the program as a whole, and screening individual job specs

rather than individual companies.

Obtaining Telephone Job Orders

In only a few minutes, a counselor can promote the Employ-Ex
program, get feedback, counter objections, and take a job order. If
conditions are favorable to this point, the developer should be

prepared to offer individuals for available openings.

" Pooling Staff Resources

Fitting people to jobs is a coordinated effort. Sharing of all
job needs and resources is vital to comprehensive matching of people
to job specs. Information is shared in the following ways:

Resource Board, The resource hoard, located in a conspicuous

place, lets everyone know who needs a job and what kind; which em-
ployers have hired project participants, who they employ and how

many; and which participants have placed themselves (as opposed to
agency placements). A metal board 1% used on which magnetic tapes

are placed which state the job seeker's name and project number; on
yellow tape, next to the name/number, are listed his/her skills: and in
boldface is added the {niﬁia](s) of the counselor.

Current Job Openings. Information about new job openings come

to the Job Developer either directly or via one of the staff; and
is circulated to all services staff on the standard form so names of
qualified candidates can be submitted to the Job Developer Clerk and

interviews coordinated.
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Job Bapk. A large looseleaf notebook containing all job re-
sources is located in the Job Developer's office for easy accessi-
bility to ail staff. The job bank includes all employers in the
metro area who have either hired or considered hiring a project
participant.

Sharing Sessions, These services staff sessions can be called

by anyone involved in giving direct services for the purpose of

exchanging specific information about participant or employer needs
} .

or problems. Sharing sessions are held on an as-needed basis.

Meeting Employer Needs. When the agency considers the employer's

need for qualified personnel as important as the participant’s need
for a job, the agency becomes as vital to the employer as to the
participant. Counselors should be prepared, when thé agency is
unable to meet specific job orders, to suggest an agency that might
be able to help {(e.g., the National Alliance of Businessmen, etc.).

Participant Role in Job Seeking

The project's philosophy that individual assertiveness should
be encouraged wherever possible, leads to a more concerned effort by
staff to invoive the job seeker in the job development efforts and
in his/her own future, once a rea1ist1C‘bourse of action has been agreed
1.

Want Ads. The project subscribes to both daily papers in Denver.
These are always available to participants.
Phone Calling. The counselor may supply the participant with

phone: numbers and suggest he/she call a couple of places while waiting.

Group ITI, Section G
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Bulletin Board. Job announcements from equal opportunity em-
plowers and regular notices are posted on a bulletin board for the bene-
fit of staff and participants who are encouraged to keep informe:!

about its contents.

Resumes. When resumes are indicated, participants are given help
with the format (placing the most favorable qualifications Tirst to
focus attention on positives) and a a place to write. (Typewriters
are provided for those who know how to type, typists for those who
don't.) Participants write their own resumes since the genuine resiun>,
we believe, is much more effective than one obviously written by some-
body else. (A perceptive employer would know the difference!)

Yellow Pages. Cold calling from the phone book is a useful

self-help method when other resources are exhausted.

Microfiche Machines, Participants were instructed in the use

of a microfiche machine, used daily to view microfilmed State Fmploywent
Department job Tistings. The microfice 1ists private industry jobs

for the most part, and 1ike the yellow pages, can also be considered a
last resort since competitﬁon is keen and red tape profuse.

Cold Office Calls. See Job Preparation Workshop for specific

approaches.

The Phone Contact

While the job developer contacts employers both by phone and in
person, the services staff must, for the the purposes of time and

efficiency, rely primarily on the telephone. Armed with sonie phone

Group III, Section G
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numbers and company job information derived from the above sources,
the counselor (or participant) is ready to call the selected employers.
Here are some things to keep in mind:

}. The best time to call is early in the day and early in the
week. | ‘

2. Know something about the company ahead of time (nature of
service or product, what skills they need, how many people they
employ, etc.) The more you know, fhe beiter your chances of Jining
up an interview,

3. ldentify yourself and your project; briefly describe project
goals if calling for the first time. {Usually the job developer has
done extensive groundwork in developing this resource, so a reminder
will do.)

4. Describe the skills and work background of the participant,
inctuding any special training or education.

5. Report any special need or problem (e.g., bonding or trans-
portation), that might affect suitability for the job. Negotiating
such problems ahead of time averts failure situations.

6. Obtain information about company requirements, employee bene-
fits, and starting wage or salary,

7. Determine whether the job carries with it advancement
opportunities.

There are a number of misconceptions and other obstacles to over-
come in selling an ex-~offender to an employer. The Job Development
section anticipates these obstacles and explains how they might be

overcome.

Group 111, Section G
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Follow-up During Job Development

During this time of job seeking, the participant is urged to
stay in close touch with the counselor, or easily accessible by phone,
in the event an interview 1s obtained. Participants are expected to
show up or call early every morning to see if an interview has been
developed. If, meanwhile, they find a job on their own, they are
expected to let the counselor know immediately.

Obviocusly, the weekly follow-up schedule during the pre-employment
period is a minimum requirement. For all practical purposes, contact

must be more frequent.

Upgrading and/or Repeat Placement

Employ-Ex data indicates that the successful participant receives
on the average, two jobs during his/her tenure in the program. Layoffs,
terminations, and quitting are commonplace for this group. Counselors |
should wisely examine circumstances surrounding job departures. For
one participant, a job termination can be viewed as a plus--favoring
upward mobility. To another, it can beya warning sign for personal
problems or job-related attitudes that should be given greater
priority than re-placement. In the latter case, prdeems——particu1arly
those related to a "failure syndrome"--can be perpetuated if a re-
placement is accomplished without resolving personal and social issues.

When o lower-skill/lower-pay job is taken by a participant as a
stop-gap measure, a reasonable follow-up time agreed upon between

counselor and participant should be arranged. (This should be noted on

Group 111, Section G
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the goals form shown at the end of this section, and monitared
through the regular follow-up system.) Care should be taken to
encourage the participant to apply for a new job or upgrade (with or
without the counselor's assistance) while still employed. Cmployers

generally favor hiring the working applicant.

The Job Interview

The job interview can be a frightening prospect for someone
with a criminal record and history of social rejection. By showing
up for the interview, the participant is risking still another
rejection. For some, success is just showina up (never wind getting
the job). No one can have the interview for the participant. It's
up to the services staff to see that all tonditions for an effective

interview are favorabie.

Promoting a Successful Interview

Self-Confidence

The fact that an interview was obtained is, in itself, a source
of self-confidence on two counts: It represents the employer's
recognition that a participant has strengths worth considering; and
is a form of community acceptance of the ex-offender (Lhrough the
employer's relationship with Employ-Ex and knowledge about the project's
goals). The counselor makes a point, at this time, of reinforcing
confidence through observations about those strengths and the willing.-

ness of the employer to hire ex-cons.
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Preparing for the Interview

Applicants should go on the job interviews with a thorough know-
ledge of the company and the job applied for. A knowledgalile
applicant will come across with less apprehension and stand a better
chance of being hired. The company brochure (if one vxisté), ity
history, Jjob selection processes, how many people will be interviewed,
if testing is required, etc., are all helpful in the preparation

process.

De~Institutionalization

N
Protonged confinement creates problems during post-release that

appear so minor as to be uhworthy of notice to the general population.
They loom large to the post-releasee, however, who must reorient him/
herself to those small but vital expectations of the working world.

Promptness. Often conditioned to be told what to do and when,
the participant may have difficulty waking up in time for the inter-
view. To reduce anxiety on this point, the counselor may need to
provide a wake-up service for early interviews (or during the first
few days of employment).

Dress. Conditioned{t&ibrison garb, the participant may need to
be updated about proper attire for interviews, and provided with
suitable clothing or a haircut. (These are provided through emergency

assistance resources.)

Transportation

Seeing that the interviewee has transportation to and from the

interview is the primary responsibility of the participant coach.

Group III, Section G
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Either bus tickets are provided or, if inaccessible by bus, the coach
transports the participant in a company vehicle, {Some outlying
businesses have in-house car pools and can accommodate employees
without fheir own, or public transportation, once on the job.) Where
participants reside some distance fram the project office, the coach

may need to pick him or her up at home.

Arranging Appointments

Policies vary from company to company about iob interview appoint-
ments. While some have no concern if an applicent arrives without an
appointment, this courtesy can be helpful by providing an opportunily
to the counselor to reviewvér sell individual participant qualities.

Be certain to give the participant a referral card (example on next

page) depicting the employer's name, address, and the time of the ap-
pointment. Remind the participant to give the card to the employer

and request that it be retuined after a final decision is made.

Coordination of Interviews

The counselor has maximized employer receptivity by making sure
the recruiting employer is not overloaded with interviewees from the
project. Busy personnel people appreciate and respond tavorably to
the courtesy of being asked how many people they wish to consider,

(This is generally a function of the Job Developer.)

Finalizing the Placement

Employ-Ex staff can bring the employer and participant together

in such a manner that placement possibilities are ideal. While

Group I1I, Section G
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EMPLOYER REFERRAL CARD

(FRONT)
FIRST CLA33
Porail B4, 1124
Doavye, Cabirds
POSTAGE WILL BE PAID BY
employ-ax
1117 Cherokee Street
Denver, Colo, 80204
(-
EMPLOYER REFERRAL CARD
(BACK)
FHPLOYER ‘ APPOTNTMENT
ATTENTION e ADDRESS
Introducing: - v PHONE
whaose Svcial Security Number is ’
FOR THE POSITION OF
This applicant has been interviewed by and
is referred for your consideration,

Please fill gut the space provided below to indicate whether you hired
thiy applicant. Prompt return of this cavd will aid Employ Ex staff in
grving tbetter follow-up services.

THANK YOU FOR YQUR HELP

signatuare for employer use

IHIRED . to start work __

REASON NOT HIRED

Jute T s

tmploy Lx Dffices 572-8614

o S S e s b
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counselors act as brokers or matchmakers, the final decision will pro-
bably be made without the counselor's presence. There are, however,

some conditions to create in order to enhance favorable decisions,

Prepare Both Parties

1. If the counselor i5 certain that the employer and partici-
pant are "right" for each other, se}1A(but don't oversell) ane to the

other prior tgﬁ@herinterview‘ The company may respond favorably to

qualifications, interests, enthusiasm, and other participant qualities,
The participant may find encouraging potential company receptivaness,
wages/benefits, pleasant worklsurroundinqs, 4 means Lo achieve impor-
tant steps in career aspirations; or the like.

2. Follow-up. Within a day after the interview, attempt contact
with both the employer and the participant. Ask them four their re-
actions. If both reactions are favorable, learn what the next step
will be. If there are ahy 6bject10ns, try to facilitate additional
information for one/both~pértﬁes. Where doubts prevail, try to arrange

another appointment.

Self-Placement

If the participant was sufficiently motivated and assertive enouqgh
to Tocate empioyment sources, arrange interviews and iand the job
without agency intervention, chances are he or she will do well on the
job since self-advocacy skills help one hold, as well as get, employ-
ment. The fact that such persons obtain jobs while enralled in the
project means, probab1y,>that the value of their skills and personal

attributes needed only to be confirmed, or that some physical resource

was missing and had to be obtained before actual job seeking could start.

Group IIT, Section @
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Meaningful Work

Personally rewarding employment is equally or more imporiant to
some participants than high salary. A job suitable to one's work
history and temperament becomes more than a job, in that the partici-
pant can invest him/herself in an idea or concept that makes return
to ¢rime impractical and unfeasible. Such jobs are sean as valuable

to the community and become a part of one's lifestyle.

Wages and Benefits

While the project maintains a minimum placement wage approximately
one-third beyond Colorado's minimum wage, many participants land
positions paying a great deal more. Obviously the extent of personnel
benefits can add to or detract from the quality of that hourly rate.
Health and 1ife insurance, credit unions, car-pools, general working
conditions, sick and annual leave, and retirement plans fincrease the

value of any job, regardless of the rate of pay.

Advancement Opportunities

Since the greatest mofivator in job retention and good pérfor~
mance is hope of advancement, upward mobi]ity‘is a necessary part of
the ideal employment situation~~1mportant enough, if promotion is
imminent, to justify a starting wage of not Tess than 20% over the

State minimum wage.

Recording Placements

The counselor or coach records a new hire in the following places
to insure accurate data and continuity of services: (These forms are

elaborated on in the next section, "Follow-up.")

Group III, Section G
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Participant File
The date of placement is recorded on the "Services Summary Sheet"
and details (company namz, position title, wage level and working

hours) on the "Participant Information Sheet." (See following page.)

Refurral and Placement Form

The information is recorded again on the "Referral and Place-
ment” form--a running account kept by each counseling team for
monthly compitation by the research analyst. (This running tabula-
tion of activity can be extremely valuable in the job counseling
follow-up process, and should be given priority in recording

aceuracy. )

Resource Board
The participant "job wanted" information is moved from the Job
Needs Board to the Resource Board and placed under the appropriate

employer.

Follow-up Card
The follow-up card is removed from the folder, updated one month
{ov sooner if the counselor wishes) and pﬂaced in the follow-up tickler

Fite where it will be retrieved on the month and day in question.

Group IIT, Section n
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EMPLOY-EX SOURCE BOOK

MATERIALS

Job Placement

Services Summary Form
Participant Information Sheet
Referral and Placement Form
Participant Plan

Group I11, Section G
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FOLLOW-UP *

Thorough and timely fof1ow»up ensures continuity of services and
provides a mechanism for positive participant reinfaorcement and/or
trouble-shooting. Additionally, it serves as a mangement tool through
providing feedback on how we are doing, meaningful research findings and,
equally important, justification for future funding or variations in program
design or objectives. A number of forms and procedures have bheen built into
the program to facilitate these aims and thus protect our initial investment

ih each participant.

Minimum Follow-up Schedule

In order to maintain a high standard of services follow-through,
the project has established a minimum follow-up schedule of once a week
prior to placement, once a month for three months after placement, and
quarterly thereafter until termination from the project. In the event
of termination from a job, school or training, the process is repeated,
beginning again with weekly follow-up contacts until employed, and so on.
tach participant should be contacted in person at least ance every three
months, in the office or field. (This prbcess is graphically depicted

in the "Direct Services Flow Chart", beginning the Procedures Section.)

Tickler File
The tickler system consists of individual "Eldon" desk flip files
on cauh counselor's desk. Basic information on participants who have

achieved active participant status by virtue of having attended the one-day

Job preparation workshop is entered in the assigned Counselor's system.

*  This section undergoing further refinement at publication date.

Group I1I1, Section H

-1 -




Cards are filed by month and week. This arrangement enables each counselor
to retrieve his or her cards during a given week, determine whether addition-
al services are needed, update, and re~file the cards with case, It

also shows the frequency of counselor initiated contactn with the parti.

cipant,

Recording in Participant Files

Any services rendered as a result of a follow-up contact are
checked off on the services summary sheet, and details spelled out on

the information sheet, both a permanent part of the participant folder.

Structured Follow-up Time

It's jmperative the direct services staff be aware of all the
implications of follow-up, since the recording process can seem super-
fluous to action-oriented people compared with the urgency of need Lhey
encounter in their daily work. To emphasize the importance of follow-up,
the project has established a routine of follow-up nights occurring Monday
through Thursday from 5 to 7 p.m.; allowing each of the services staff
to perform follow-up duties one evening per week, of persons in their
caseloads. This scheduling may change from time to time, depending on
staff resources and follow-up demands/accomeishments. Ramoving the due
cards from the tickler file, they pull the participant files indicated
and begin. The dates and outcome codes of these calls or field visits

are recorded both on the tickler card and in the jacket (participant

Group I1I, Section H
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information sheet). An unsuccessful (attempted) follow-up contact is
updated a day, week, or two weeks (depending on the person's particular
circumstances and history); a successful contact (actually made)--if

all is going well--is updated, as indjcated by the minimum schedule. Often,

renewed contact results in renewed services,

Research Findings

Fact Sheet. The research staff, after monthly tallies of all
information, runs a11.th15 data through an automated data system, result-
ing in quantitative, updated information about people served, services
rendered, referrals and placements, employment resources, employment
durability, recidivism, and socjoeconomic contribution by the project.
Aside from the public information purposes served by the fact sheet,
fs the reinforcement it provides for continued attention to meticulous
reporting and quality of services. (See Sample Fact Sheet in the "Job

Developueit" section.)

Statf Training. The completion of Monthly and Quarterly Reports
are nsually the occasion for an oral anaylsis of services rendered
during those periods by the research analyst who, at this point, is
aware of where our services are strong and where they are falling off.

If the average hourly wage is lower than the previous quarter, or

Group III, Section H
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retervals are down, these facts can be transmitted at this time, along
with the good news abhout the quarter's strong areas. These sessions
are highly valued by staff members whose daily attention is riveted

to individual people, problems and services to the neglect of an over-

al1, integrated view of their achievements and needs as a project.
Fallow-up. Plan
Whal constitutes a follow-up contact?

Follow-up contacts can occur in many ways, other than scheduled
counselor-initiated phone calls or field visits. When these chance
contacts oceur, Lthe counselor saves much time and effort by recording
Lhem immediately.  Here are some examples of structured and unstruc-
tured Tollow-up contacts:

- participant catls or comes in the office

- counselor sees participant on the street

unployer valls counselor about problem or to praise participant's
work .

- vounselor has lead on a job--initial, veplacement or upgrading

~ anolher statt member reports information gleaned about the
partioipant

mtormation offered by another participant about person in question
an inquivy Trom a probation officer or parole agent

part icipation in voluntary evening workshops or project-sponsored
activities.

sLaff-iniliated phone call

costatfeinitiated field vigit.

Group IT1I, Section H
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When unable to contact participant:
Three attempts to contact without success indicate the need for a
field visit, if time and staff permits, or if not, a follow-up Jetter.

The following resources are eXhausted during this 3-week period:

participant's residence (during nen-working hours)

friends

)

i

probation/parole (at counselor's discretion)

'

employer

Follow-up Letter

The follow-up letter is personal, brief and either typed or hand-
written, and is accompanied by a pre-paid, self-return post card to
encourage participant's response. (Samples of the Tetter and return
post card are in "Materials", end of this Section.) Form letters are nol used
at all, regardiess of the need for time, and typed letters are consider-
ed Tess desirable than handwritten notes; personalizing these communi-

cations encourages response.

Wait for Response

Once a follow-up letter has been sent, the counselor schedules the
next follow-up three weeks from the date of the letter, and files the
tickler card again. Once contact has been made, necded services are

rendered and the normal follow-up procedures resumed.

Posting of Tickler Card

If the counselor has not heard from the participant or if the letter
is returned, "address unknown;" "moved, no forwarding," etc., the

follow-up tickler card is dated ahead 10 weeks and the card turned over

Group II1, Section H
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to the sentor vounselor, who posts the card on the bulletin board (so
other staff mawmbers, who may have information or have seen the partici-
pent, may respond accordingly). If any of the staff makes chance con-
tact with o participant during this time, he/she can check the board
for the card and, in this event, return the card to the appropriate

counselor o he/she will know cantact has been made.

From AcLive Lo Inactive Status

At the end of the 10-week period, if nu contact has been made, the
serior counselor tokes the card off the board and returns it to the
counselor with authorization fo place it in the niactive file. The
counselor makes an entry on the participant information sheet with full
details as to why the participant is no lontger active, and places the
Jackel in the inactive file after clearly marking to show inactive

“latuy.

What: constitutes "inactive"?

Generally, an inactive participant is one who is non-contactable
by reason of reincarceration, moved out of the area served, etc.
Plaving a participant in inactive for any other reason must be accom-
panied by a tull expianation in the folder, and the concurrence of the
seartor counselor,  In this case, the file and follow-up card are given
Lo the senfor counsedor, who checks a1l entries, prior to authorization.
Fhe participant who 15 disinterested, albeit contactable, is an example
of person who s, for all practical purposes, inactive. The decision
to sever relaltons with o« participant must be based on hard evidence

ot consistent taflure to respond.

Group 11T, Section H
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Reactivating Participant's File-

Should a participant re~initiate contact after his/her file has
been classified inactive, the jacket is immediately pﬁ]]ed and reluarned
to active status by marking the file active, making an explanatary entry
on the participant information sheet, and (after providing any necessary
services) placing it in the active file. The follow-up card i« reacty
vated at the same time (having been placed in the folder al the time it

was made inactive).

Group 111, Section H
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MATERTALS

Follow-up

Simulated Follow-up Lettor

Follow~-up Postcard
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PRE-ABDRESSED POSTCARD FOR PARTICIPANT FOLLOW-UP

(FRONT)
FIAST CLASS
PERMIT i) 1124
SRR IR AIRY)
BUSINESS REPLY MAIL
L POSIASL LIAD RECESSAFLY 1 MAILED IN THE UNITED STATES YrIREbpa
) SRR
e o
POSTAGE, WILL, BE PAID BY et
e o giaod
employ-ex s
] . . RN
1117 Cherokee Street ———
PR
Denver, Colorado 80204 o
fro ]
Ry
FMPLOY-EY, INC. (BACK) 572-8616
1117 Chervokee
Denver, Colorado 80204 -
I can be Jocated at
address
e UM ing o
phone
; I can be reached at this work #___
1
[ will call you at Employ-Fx offices.
No ansistance needed at this time.
Yoo can contact me through L
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STAFFING

Regardless of size of staff, the functions performed in a project
serving the transitional and employment needs of offenders and ex-offenders
remain constant. Basically, the work performed is characterized as:

’

1) administrative, 2) direct seryices, and 3) supportive,
Administration

Since offenders and éxuoffenders are the project's reason Tor beina,
the administration's first responsibility is to see that internal operations
respond effectively to their needs. Secondly, because the successful
redirection of participants depehds upon community acceptance into the
work and social environment,ktﬁe administration must bend considerable
effort into the development ofiincome*producing,and other, rasources, TIf
these two functions are being performed, the third function--ensuring
financial survival-~-through fund-raising, evaluation of results and fiscel
accountability-~becomes much easier. The following administrative
roles relate these functions to specific positions. Substitute positions/
alternate ratings*accompany almost all positions to allow for varying total

staffing patterns and sjze:

Executive Director

Under the direction of the project's policy-making body, the executive
director is responsible for the formulation, implementation and administra-
tion of all programmatic activities; and the direction of all project staff;
and functions as the primary publi¢ spokesman for, and representative of,
the project in its relations with other organizations and individuals,

* actual job descriptiqns not included in this publication due to extensive

Tength
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Services Coordinator (Can combine with Executive Director)

Reporting directly to the Executive Directur, the Services Coordinator
is responsible for the coordinating of direct services to participants;
supervision of direct and indirect services staff; documentation of services;
and meeting of services proposa]kobjectives. This person is the project's

Tiaison with referral agencies and field offices,

Program Evaluator (or Data Monitor: can be part time or contractual)

Working directly under the Executive Director, the Fvaluator works
independently to provide management information through objective feedback
about progress, problems and outcomes of the project to the Executive
Director, Board of Directors, funding and monitoring agencies: and is respon-
sible for developing and executing a comprehensive evaluation design adequate
to the needs of the program, preparing required reports, and programs all
research and evaluation activities of the project; and provides support

and writing abilities in g%ént and proposal writing activities.

Accountant (Can be bookkeeper)

Under the supervision of the Executive Director, the Accountant has
total responsibility for performance of all fiscal matters,fencompéssing
such areas as budget, purchasing, payroil, personnel, accounts payable,
and internal control; maintaining expenditures within budgets and gquide-

- lines estab1f§hed by funding agencies.

Job Developer

Repobting to the Se?Qices Cbordinator,'the Job Developer establishes
. and maintains good working ré1at10n$h1ps with job, job-training and other
emp]oyment—re1a£ed resources; coordinates all job placement activity and

all information pertaining to Job resourbes énd‘dpenings‘

Group 1V, Section A
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Skills Trainer (Can be Services Coordinator or Regular Counselor)

Responsible to the Services Coordinator, the Skills Trainer oversces the
Job Preparation Workshop. Add%tionaily, the Skills Trainer proﬁotes quatity
performance by both staff and participants by developing and implementing
training modules in accordance with training needs of the staff, and the
personal and occupational goals of project participanls, as they pertain

to 1ife skills,

Community Developer (Can be Job Developer)

Under the supervision 6f the Services Coordinator, the Community
Developer is responsible fof the recruiting, screening, training and
supervision of voiunteers‘andi¢ompany personnel on lean to the corporation,
and provides initial screenfnéxof all prospective staff members. This
person also procures profeséionaT rosources (other than income-producing)
for program participants. In addition, this person develops and maintains
contact with radio and TV stationé to promote project resource needs through
public service announcements and. keeps records of same. The Community Developer

is basically responsible for general public relations within the community.,
Direct Services Staff

Since the function of the services staff is "that which is necessary
to prevent participants f%om:recidivating,“ their role is highly personal-

jzed, encompassing a broad range of duties:

(1.) job development and placement
(2.) career planning

(3.) assessment |

(4.) personal counseling

Group 1V, Section A
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(5.) emergency assistance

(6.) data recording

(7.) follow-up and just socializing with program participants
They are all under the direct supervision of the Services Coordinator, who
also oversees the performance of indirect services (adwinistrative) staff,
i.e., job developer, skills trainer and community developer, whose functions
are closely related to services. The number of persons hired to fill the
following positions depends of course on service demands and available
funds. (In a small project, such service-related functions as are performed
by the job resource developer, skills trainer and comnunity developer

would be absorbed by the direct services staff.)

Participant Coaches

Working in the entry level position of the counseling function, the
Coach works as a team with a Placement Counselor, assessing and providing
for emergency assistance needs, arranging job interviews and transportation,
maintaining compahy vehic1e§; conducting job preparation workshops as
required, and relating inform511y to participants in the course of these

duties. The Participant Coach also acts as a back-up for absent counselors.

Placement Counselors

The Placement Counselor provides vocational, personal and social counsel-
ing in the course of assessing needs, providing emergency assistance,
developing jobs and job interviews, making job and Job~reiatéd placements,
helping participants to'deVe1op future plans énd meet goals providing office,
phone and field fo11ow~upféervice$, récord{ng-sérvice datay prov{ding on-the-
job training for new assigﬁed;bakticfpaht cbaéhes; and generally answering

to the needs of assigned caseloads. Placement Counselors sometimes assist

“Group IV, Section A
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in planning and conducting job preparation workshaps.

Insgitution-Based Gounselors

Residing near the assigned correctional institution, these counselors
respond Lo the needs of confined participants nearing the end of their
sentences, providing assessment, Timited help with parole plans, preliminary
job developmenl where possible, arranging of ‘interviews in conjunction

with job-related furloughs, career planning, and referral to field offices

or, if being released to distant areas, service agencies at thase locations.
'Supportive Staff

Supportive staff--the secretaries, clerks, and aides--keep the
machinery niled and running smoothly by attending to a variety of detailed
functions, including office reception, typing, updating of information,
filing, record-keeping, data-collecting, bookkeeping and generally helping
sdministrative and services staff organize their activities. Since their
services may shift from one component to another from time to time, as
circumstances require, they‘often;are the Custodians of a great deal of

varied information of value to all staff.

Program Secretary or Clerk-Typist

Since the Targest proportion of the staff is involved in services,
a seerotary or ¢lerk-typist (depending on volume of work) is required to
serve their clerical needs. Working divectly under the Services Coordina-
tor, Lhis parson provides clerical support to direct services staff as
well as the service-related components of job development and community
development..  (Obviously, if the greatest proportion of work comes from
”SeCt%on A

&

)
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the Job Developer or other combonent, supervision would be transferred

to that position.)

Intake Clerk or Receptionist

Whichever title is applied to this position, the two major functions
performed are all office reception duties and the initial procedures of
intake, determining eligibility for services and starting the app}icatiun
process. This person ensures the accuracy and completeness of information
prior to the participant's assignment to a counselor. No Tess important
is the Intake Clerk's maintaining of a hospitable atmosphere in the

receiving area.

Bookkeeper (Can be Accountant)

If a project is involved with a single funding source, this functian
could be combined with another supportive staff position, and merely provide
back-up for the fiscal office. Where there is mﬁltiple—ﬁunding, however,
the fiscal functions are multiplied by the number of grants, and the
Accountant or other person responsible for fiscal accountability may
require a full-time bookkeeper to assisf with the bookkeeping and olher
clerical functions of the fiscal office. In this case, the bookkeeper

reports to the Accountant.

Executive or Administrative Secretary

Depending on the project's needs and the particular skills of the
person performing in the position, the Executive or Administrative
Secretary works for the Executive Director only or for administrative staff
as a whole. This person is expected to insure a smooth flow of business
through the Executive Director's office and work closely with the Executive

Director {and others in administration) in the handling of administrative

Group 1V, Section A
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or mandgectal matters,

Dala Monitor (Lan be Program Evaluator)

Njaln, where several grants are involved, the requirements of the
evaluator multiply since each funded project must be evaluated separately.
In this cauey a data monitor or aquivalent‘may be required to provide
assistance, on o fullLime basis, in the time¥consuminq task of collecting
andl ta¥lying various quantitative data for'éna1ysis and interpretation.

This person worky undey the supervision of the Program Evaluator.
Hiring Process

As mentioned olsewhere in this document, the project seeks to provide
Uy parlicipants with a staff as representative as possible of the general
population. The project therefore recruits applicants from a broad range
of community wguncies and institutions, representative of a diversity of

social and ecanomic backgrounds.

Recruiiment,
dob Announcement.  The Job announcement consists of the job title,
a breiel deseription of the job, opening and closing dates for application,

qualtfications, wtarling dates and instructions about where and how to

apply. this announvement iy sent tn about 30 local agencies and institutions

veprenent ing wonen, ethnic minorities, community action, universities and
culleges, business and various social services. If the job is highly
spocialized, e.y., research, fiscal, etc., ﬁhe mailing will include more
specialized sources, such as specific schools or departments within

educaLional institutions.

Group IV, Section A
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Help Wanted Ads. An abbreviated version of the job announcement i-

submitted to the daily newspaper(s) for usually one to five days, depend-
ing on the anticipated volume of response. Fridays and Saturdays are
eliminated from the advertising time frame, since these days are followed
by non-working dayz. Sunday advertising is most productive.

In-House Advertising. A1l jobs are advertised within the project,

if persons on the staff are eTig%bWe {have completed probationary period)
and qualified for the positions to be filled. The job announcement, in
this case, is simply posted on the bulletin board and distributed to

all staff individually afteg being c¢learly marked "in-house."

Affirmative Action. Care is taken tc meet affirmative action require-

ments in terms of duration and extent of advertising for all positions.

The affirmative action officer within the project is the same person who
does initial screening for staff positions. Interestingly, the particular
staff needs of the project has resulted in favorable affirmative action
ratings, without special effort on the part of the project. This indicates
to us that, as long as the focus is on competency and sensitivity to the
human condition, ethnic diversity is automatically achieved. Women, too,

have found equal opportunity on the staff.

screening

Screening of applicants for employment is a time~consuming and
expensive process, but well worth the time and money in terms of future
productiveness. No program, however carefully designed, can succeed with-
out a staff in full accord with program objectives., Nor will any job
description, however detailed, ensure the job gets done, unless the person

in the job is both able and willing to perform the functions desciribed.
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Paper, Seregning,  Varied educational and/or work histories indicate many
interests and rich experiences; volunteer or civic activities indicate an orien-
tation to community affairs; and a willingness to share and contribute to society.
Ueyrees, on the other hand, heither help nor hurt the applicant, unless
Lhe position being filled is a specialized one. Counselors are not required
to have formal training or education in the field; nor to have had direct
experience with ex-offenders or counseling. In fact, non-career counselors
may have greater value to the project, While some counselors may have
counseling degrees, others may have high school diplomas. Some are ex-

ol fenders; others come from industry, social services and other backgrounds.
Counselors may be either male or female. Candidates for interviews are
selected through o process of elimination of those obviously unqualified
vithey becanse of inexperience or lack of orientation to human services.

These persons ave promptly notified by letter su they may pursue cther avenues.
Where the volume of applications is very large, the applications may need

to b qcrucn&d again for persons gualified but perhaps less so than others.
This fanction and the following functjon are performed by the Community
Doveldoper whose interest is directed both to potential staff members and

v lunboeers.

Preliminavy Interviews., The volume of applicants is further honed
down atter ionlerviewing the selected candidates. Thuse who not only
toakad good on papey but communicate a dedication harmonious with the

purposes of the project are asked to return for a second interview. 1T

firoup IV, Section A
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the position is in direct services, that second interview is with the
tatf member designated to supervise direct services staff. If the job

is in administration, the second and final interview is with the executive
director. In the latter case, applicants are screened down to three
pepple,

Secondary Interview, This interview applies only to counselors and
parf,icipant coach positions, and is conducted'by the person providing
dirvect supervision and, if desired, general supervision over counselors
and coaches, Usually all but approximately six persons have been screened
out. at this point. The next step is to screen candidates down to a final
three.

final_Interview. Those persons who weather the first interview(s)
best, are given appointments with the Executive Director and an assistant
(usually an Assistant Director or Administrative Assistant) who
interview the three finalists. The Executive Director makes the final
decision, after consulting with the assisting interviewer(s).

Qualifications to Consider. While every function demands particular
kinds of skills, some general qualities are looked for in all prospective
personnel--personal traits that must be present in order to perform in
any capacity. Since the presence of these character traits are a matter
of personal judgment {or gut feeling), the consensus of a number of
interviewers helps to bring objectivity to the process. Despite the
appreciation of differences among staff members, interviewers look for
these basic personal qualities in applicants:

1. Mature caring for others

2, Honesty and frankness

Group IV, Section A
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4

4, Comnon sense
A, Good interpersonal skills

5. ALility Lo get the Jjob done

Caving for others i mature when it is genuine and pealistic; and
it' realistic when it seeks to provide avenues toward self-help as opposed
Lo the demeaning Forms of "doing aood", such as those derived from gquilt
feclings. Honesly and frankness is demonstrated by risking the
expression of one's views, particularly those not generally shared. Common
senae, ur good judgment, takes into consideration a great deal of infor-
malion before speaking or acting, and speaks and decides within that broad
framework.  Good interpersonal skills are recognized by the positive
vibes Lhal an encounter brings. Listening and positive feedback skills
arv paramount.  lexibility is a must. Counselors, Coaches and Job
Devefopers should possess some natural or learned "sales” skills and good
telephone personalities since this is a prerequisite of resource development--
s vital to program participants. (Of course, they need not be high pressure
sales skillts,  The hacd sell is seldom effective in resource development.)
Ahility to gel Lhe job done i1$ something-that has to be predicted on the
basts of facts broughl out in the interview, or by former employers or
ansor tabes ot Lhe pevson being interviewed, Concrete information and c¢lear,

straghtforwavd commmication are sought in applicants for employment.

Giroup 1V, Section A
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MATERIALS
Staffing

Job Descriptions
(not included in this publication due to extensive length)

Floater Job Description
(assianed in addition to reqular service staff duties)

Affirmative Action Plan
(not included in this publication due to extensive length)

G%oup IV, Section A
P -~ 12 -

S e : . PR . P P T Tt ot



EMPLOY-EX, INC.
Floater Job Description

TRANSPORTATION

DESCRIPTION OF WORK:

General Statement of Duties: Responsible for the coordination
and overseeing af all transportation-related activities in the
project.

STATEMENT OF DUTIES:

I, Oversees the scheduling and maintenance of all company
vehicles,

2. Avrranges temporary, job related participant transportation,
until other arrangements can be made,

3. Keep staff informed of new developments and resources in
transportation.

4. Seek out and distribute information on car pools, bus
schedules, etc., that might have relevance to the project.

5. Assists the job development component in planning participant
transportation and routes to places of employment.

(. Works with Job Developer to share company car-pool
information.

/. Keep records of company vehicle maintenance, mileage and
upkeep,
{

8. Seek out resources relating to used cars and financing of
same (making certain no conflict of interest arises).

9. UDevelop driver's training resources for participants, sharing
same with services staff, and develop financing for same.

Group 1V, Section A
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EMPLOY-EX, INC.
Floater Job Description

SELF~HELP SPECIALIST

STATEMENT OF DUTIES:

1. Be familiar with self-improvement resources for persons with
special problems, such as alcoholism/problem drinking, drug-abuse,
child-abuse, and other debilitating and chronic difficulties; and
provide referrals for participants who need such settings.

2. Seek opportunities (especially free resources) for physical
exercise and competitive sports, and assist the participant to gain
access thereto.

3. Assist participants to develop new interests that can place
the problem itself in perspective,

4. Seek out and provide participants with information about
groups that can provide companionship.

5. Transmit information about self-help alternatives to others
on the staff so they can provide such services effectively.

Group IV, Section A
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EMPLOY-EX, INC.
Floater Job Description

VOCATIONAL-EDUCATION PLANNING SPEGIALISI

STATEMENT OF DUTIES:

1. Assist participants in planning their own educational or
vocatianal programs.

2. Assist participants in obtaining educational and educational
funding through scho?arships, grants, etc.

3. Provide a variety of community resource information to
assist in decisign-making.

4. Assist participant in obtaining and completing applications,
and provide guidance in curriculum and schedule planning.

5. Provide referrals for any special educational problems.

6. Provide follow-up to assure a positive transition to an
academic environment.

7. Be able to transmit information regarding vocational-

educational planning to other direct services staff, so they can
apply the principles and techniques effectively.

Group Iv,]SQction A
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EMPLOY-EX, INC.
Floater Job Description

VETERANS AFFAIRS

STATEMENT OF DUTIES:

1. Assists in upgrading discharges.
2; Makes veterans aware of their benefits,

3. Sends referrals to VA Agencies, and follows up requests as
necessary to meet application requirements.

4, Helps to obtain important documents.

5., Provides VA literature to participant whenever possible.

Group IV, Section A
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CONCEPTS AND GOALS OF VOLUNTEER PROGRAM

Program
The Fmploy-Ex Volunteer Program is a program utilizing skilied

comuunity people to aid staff members in providing services to ex-offenders.

Loncept

~The tmploy-Ex Volunteer Program concept is "volunteer professional-
jsm” ~~qood, serious volunteerism with tangible, realistic goals in
mind and in sight. Proféssionalism here refers to the conduct of business
rather than to the professional credentials of the person. Professionalism
in the sense of behavior is vital to the agency's credibility with both
participants and general public. The volunteer is recruited and screened
as carefully as the staff. The concept can be carried out by a program
that brings to it volunteers who have the capabilities and are willing to

make the commitment to meaningful service to society.
Provisional Period

Lvery volunteer should.experience a pre-contract period. This is a
tine after the volunteer's initial interview, hiring, and training.
"On-the-job" Tearning and doing will be taking place which should enable
the volunteer to discover where he/she is most comfortable working within
the agency.  The pre-contract period will probably encompass not less than

one wonth ar more than two months.

Group IV, Section B
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AGREEMENT FOR VOLUNTFFR SERVICES

THIS AGREEMENT, by and between Employ-Ex, Inc. (hereafter "agency") and

(hereafter "volunteer"),

© e i e b = s R—— [P

WITNESSETH THAT:

WHEREAS, the Agency requires the services of dependable, skilled
volunteer, to help meet the agency's self-help objectives of job
counseling, placement, and supportive services of its participants; and

WHEREAS, the volunteer is desirous of assisting the agency in
its objectives, and is also desirous of gaining experience and skiils
in the field of community corrections;

NOW THERLFORE, the parties hereto covenant and aqree as follows:
1. The volunteer shall begin performance under this Agreement

on , 197_, and shall work a total of
hours per _ for .

e e e

S

Z. The volunteer shall first serve a provisional period of
service; if at the end of the provisional peried the volunteer
and the agency are mutually satisfied with the arrangement,
then this agreement shall come into full effect.

3. The volunteer's services hereunder shall be as agreed upon
by the parties, and shall provide the volunteer with the
opportunity, support, and structure for meaningful and valu-
able working experiences.

4. The agency from time to time will provide the volunleer with
written task descriptions, which, when accepted by the volun-
teer, will be attached hereto as Exhibit A; the agency will
also provide the volunteer with periodic written evaluations
of the volunteer's services.

Dated this Jdayof Y

e kA k-

BY
Employ-&x, Ing.
1117 Cherokee Street
Denver. Golovado 80204

BY Saart gt ity b M
Group 1V, Section B, Page 2 Volunteer




AGENCY RESPONSIBILITIES

To provide a Volunteer Coordinator and Staff Superviwor
who will be responsible for the hiring, terminaling, orienta.
tion, training, and supervision of all volunteers. These
people will be available to assist volunteers as necessavy,
The Volunteer Coordinator will act as an advocalte far the vo
unteers to the staff. The Staff Supervisor will oversee and
implement the procedures (methods) necessary to carry out the
volunteer program.

To furnish a written job description for each position apoen
to Volunteers, with appropriate information concerning desivable
experience, skills, and education.

To train Volunteers to a level that will permit them to
begin their work confidently.

To continue the Volunteers' training within the Agency
to whatever extent is necessary to maintain continuing com
petence.

To provide Volunteers with working conditions equal to
those of paid employees doing simijar work, including space,
equipment, and supplies.

To make written evaluations of Volunteer<' porformance

on the job at suitable intervals, including the nuamber of hours
worked, '

To provide the Volunteer with promotional opportunities
within the Agency's volunteer program.

To include Volunteer Professionals in Agency staff confoer -
ences when possible and to provide full understanding among the
Volunteers of the Agency's workinas and decisions.

To provide Volunteers with a certificate of service for
satisfactory work, and to supplement the certificate with a de-
tailed recommendation if requested by a Volunteer applying for
a job elsewhere,

To maintain a Volunteer Advisory Council consisting of
the Agency's Executive Director, the Volunteer Coordinatars,
one other staff member, and two volunteers, and two parvticipanls,
and to schedule regular meetings of this Council.

Group 1V, Section B
-3 . '




VOLUNTEER RESPONSIBILITIES

To work a specified number of hours each week on a
sehoedule acceptable to the agency. A minimum of four (4)
hours per week is asked.

1o become thoroughly familiar with the Agency'’s phil-
osophieys, policies, and procedures both written and oral.

Ta be prompt and reliable in reporting for scheduled
work, and to provide the Agency with an accurate record of
hours worked.

lo notity the Agency if unable to work as scheduled.

\
fo attend orientation and Lraining sessions as scheduled ‘

and Lo undertaoke continuing education when provided b - *he

aguncy Lo maintain competence.,

To respect the function of the Agency's paid staff and
contyribute fully to maintaining a smooth working relationship
between paid stalf and volunteers.

fo carry out assignments in a positive manner and to
seeh Lhe assistance of Lhe Volunteer Coordinators in any sit-
uation requiring special guidance.

fo conwult with the VYolunteer Coordinator before assuming
any new responsibilities affecting the Agency.

To accept the Agency's right to dismiss any voluntesr
fo. pooy perfovmance, including poor attendance.

lo exercise cautlion when acting on the Agency's behali
in any situation, and to protect the conf{identiality of all
information relating to the Agency.

To abide by the decisions of the Volunteer Advisory

Council on any matters in dispute between the Agency and any
Volunteera,

Group IV, Section B
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e tembot con aned Trataing

A general vrientation to the Aqency ond to Lhe Volunteer
frogran will be held for each volunteer. Initially, this oroen-
Lalion would be for a small group beginuing together. If
necessary, iL owill be held for even one person. The goel of
Lihe uricntation is Lo relate the program philosophy to the volun-
teor.  The following paragraph is frow the twploy-Lbx Manuai:

", . . the best idea is the boss. And

the best idea 14 the one that works: to

effectively serve the besl interests of

ex-oftrenders, the men and wowmen served by

the project. To that end a number of

idaas have been found Lo work {methods)

and remain a4 the program's philosophical

anchor. The principle of self-help, the

idea that the only genuine help comes

from one's personal investwent in his or

her own future;, the powitive approach,

based on the simple premise that positives

add and newgatives detract; the realization

that changed conditions can alter be-

havioral vesponses dare all constants in

the tmploy-£x philosophy, because they

have worked . "
Leliet in the abilily of people to change is the constant :n
fmploy tx philowophy. Diversity and flexibility are the con-
wtants in lmploy Ex procedures.

The training [or Volunteers will be "on-the-job". The
sltalt wembers will be the actual trainera.  tach statf mewmber
will consider himself/herself an acting Volunteer Coordinator.
How mueh Lime each volunteey will spend in orn-the-job tra ning
will be determined by the volunteer and the Volunteer fGoordina-

tor togelher.  from the Lraining the volunteer will become aware

ol how much one compoenent of Employ-tx depends on the others.

Group 1V, Section B
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During orjentation and training the volunteey will be
deciding which aspect of Employ-Ex is most appealing. The
staff must remember that to be a professional a volunteer
must be informed.

At tmploy-Ex we have participants rather than clients.
buring the orientation and training a volunteer will hear a
fot about "participants”, Participant describes a method, a
relationship, and a goal of self-help. It explains the phil-
osophy.  tx-offenders, staff members (paid and unpaid) and
community people all become the participants. The capability

to relate i4 obviously required.

Group IV, Section B

-6 -



AVATI ABLT VOLUNTLER CATEGORILS

1. JOB DEVFLOPMENT

2. COUNSELOR AIDE

3. JOB PRIPARATION WORKSHOP

4. TIL HOUSE

. PARTICIPANT LEISURE PLANNING

6. [RANSPORTATION (in metropolitan area)
/. TRANSPORTATION (from institutions)
8. WRITING {creative)

9. WRITING (business)

10. NEWSLETTER

11. DPHOTOGRAPHY
12. CLLRICAL

13. DAYA PROCESSING

14. RECEPTIONIST BACK-UP

14,  GENERAL VOLUNTEER OPTIONS

On Lhe Following pages, these various categories
. i
are outlined more fully, to assist you and the Volunteer

Coordinator in determining your specific job description.

Group IV, Section B
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VOLUNTEER UATEUORIES

P ——. oAb g o o em

CAITTGORY:  Job Development,

TASKS: Making contacts with employers for possible job
openingss by telephone and/or by personal contact.

GUMERAL QUALIFICATIONS: Extensive knowledge of tmploy-bx
background and methods. General knowledge of business-
world, employer problems, hiring practices, and ex-offender
problems. Training required, by staff Job Developer.

TIME: Tour (4) to eight (8) hours per week.

" - o P - - - - - - .

CATTGORY:  Counselor Adde

TASKS: Provide back-up in all aspects of counseling duties.
Actually tearns how to handle a caseload and takes over
assignments from counselors dealing directly with partici-
pants.,

GENERAL QUALIFICATIONS: Familiarity with counseling methods
and some experience. Ability to relate to ex-offenders and
desire to help them deal with their problems. Willingness
to work closely with counselors, accept direction and con-
structive criticism. General knowledge of business world
and personnel procedures.

TIME: Minimum of eight (8) hours per week. MNo maximum.

- - e - - - - " - [

CATLGORY: Job Preparation Workshop

[ASKS: Provide verbal back-up to aid the staff leader through
the workshop format. Provide positive reinforcement Lo parti-
Cipants. Afd participants in filling out applications for
Jjobs and making up resumes. Provide positive and constructive
teecdback after participant mock interviews.

GLIERAL QUAL TFICATIONS: Knowledge of Employ-Ex philosophy
and well-versed on workshop goals and format. Ability to
relate easily with groups. Understanding of and willingness
to deal with hostile attitudes. Extensive experience with
working world and personnel procedures.

TIML: Six (6) hours per week for one J.P.W.S. or twelve (12)
hours per week for two workshops.

-~ an - - - - - - - - - -
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4.

2

O

VOL'INTEER CATEGORITS (cont'd)

e — 21 5 i 0 o

CATOGORY: TIL HOUSFE

TASKSG:  FProvide assistance and advice in food buageting,
menu-planning, and meal preparation; provides training
for housekeeping skills and organizatijon.

GENERAL QUALTFICATIONS: Desire to work directly with ex-

offenders in home situation, Knowledge of home management
skills.

TIME: Four (4) to eight (8) hours per week. Evenings and
weekends also.

CATEGORY: Participant Leisure Planning

TASKS: MWith participant discuss and plan activities for
lTeisure time. Help set up social occasions (such as dinners
at TIL House including guests) or planning holiday occasions
at TIL House; aid in setting up and organizing a library 3n
TIL House; arrange for informal classes to be held evenings
and weekends in TIL House i.e. bridge lessons, special

study groups on varijous activities such as plant care, chess
playing, gourmet cooking. Also, involving participants not
Tiving in TIL House and Interested staff members.

GENERAL QUALTFICATIONS: Innovative and imaginative.

FIME: Two (2) to six (6) hours per week. FEvenings and
woeekends.

CATUGURY :  Transportation

TASKS:  Provide transportation in town for participants to
Job interviews, resources, etc. Meet released inmates at

bus stations. Possibly help in relocating participant.

GENURAL QUALTFICATIONS: Valid Colorado driver's license;

reliable automobile; knowledge of metropolitan area. Knowledge

of bus schedules and bus routes helpful.

PIME: Four (4) to eight (8) hours per week.

Group TV, Section 3
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10.

VOLUNTEER CATEGCORIES (cont'd)

b o & e,

CATEGORY : Transportation

TASKS: Provide transportation to Denver (or avea)

for inmates heing released from the penitentiary at

Canon City or the Reformatory at Buena Vista. Possible
follow-up in finding 1iving quariers and assisting in

the transition.

GENERAL QUALIFICATIONS: Valid Colorado Driver's licenue;

reliable automobiles; driving knowledge of state and welro-
palitan area,

TIME: Two days per month.

CATEGORY : Creative HWriting and Media Presentations

TASKS: Public service announcements, press releases,
posters, brochures, etc.

GENERAL QUALIFICATIONS: Creativity, writing ability and
knowiedge of layout.

TIME: Twelve to eighteen hours per month (in office and
personal time). To be done by more than one volunteer.

" - -~ - - - - ~ - - e - - -

CATEGORY: Business Writing

TASKS: Business Jetters and Tetters of assistance to
inmates in the institution.

GENERAL QUALIFICATIONS: Ability to type and compose.
Trajning will be done by staff,

TIME: Minimum of four hours per week.

CATEGORY: Employ-Ex Newsletter

TASKS: Writing, editing and publishing a bi-monthly
newsletter. Includes reporting, layout, arrangements
for printing and mailing.

GENERAL QUALIFICATIONS: Writing ability and knowledge
of newspaper orgdanization.

TIME: Twelve to eighteen hours per month (in office
and personal time), May be done by more than one person.

-~ - - -~ - -~ - - e - o e P -




11.

12.

13,

14.

VOLUNTEER CATEGORIES {zont'd)

CATEGORY: Photography

TASKS: Take photos for Newsletter, slide presentations,
staff photos, etc.

GENERAL QUALIFICATIONS: Own camera. Ability to do
own developing helpful.

TIME: One or two hours per week in office plus personal
time,

- - ™ - - -~ -~ - - - - -

CATEGQRY : Clerical

TASKS: Typing letters, memos, minutes, wmailing Jists,
labels, programs, etc. Filing folders. Typing addresses
for mailing lists. Helping with mass mailings., Providing
back-up c¢lerical work for all staff.

GENERAL QUALIFICATIONS: Typing, filing, and the abilitly
to stay with detail work.

TIME: Four to six hours per week.

-~ - - ~ - . - - - L . - -

CATEGORY: Data “rocessing

TASKS: Working with aspects of research and statistics.
Finding and recording information concerning participants,
and working with charts and graphs.

GENERAL QUALIFICATIONS: Proficiency at detail work.
Accuracy and willingness to closely follow instructions.

TIME: Four to six hours per week.

P - - - - [ .

CATEGORY: Receptionist Back-up

TASKS : Meeting and greeting participants and taking
incoming phone calls,

GENERAL QUALIFICATIONS: General knowledge of Employ-kx
procedures. Familiarity with staff members (names and
positions). Understanding of phone system.

TIME: Open. A1l volunteers are encouraged to become
familiar with this position,

Group IV, Section B
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15.  CATEGORY:

TASKS:

VOLUNTEER CATEGORTES (cont'd)

Overall Contributions Options

Job Development (Be alert for job openings, advise
job developers of potential jobs.)

Partjcipate in TIL House leisure activities.
Provide reading material for waiting room.
Recruit potential volunteers.

Provide housekeeping materials for TIL House; also
books, games, etc.

Soifcit tax deductible cash donations to Employ-[Lx.

Group IV, Section B
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Evaluation Outline

To this point, the sourcebook has detailed the entire range of
Employ-Ex services. While it is the service rendered hy the atency
that must be regarded as primary, it is through systematic evaluation
that the results of such service can be measured and its cnsts juski-
fied.

Use of LEAA guidelines have provided this agency with the foundation
of an evaluation design. Specifically, the establishing of agency
cffectiveness and objectives and operational objectives provides the
basis for both evaluating the program's effect and monitoring its
day-to-day activities,

This outline wi®1 focus on the evaluation of the Employ-Ex effective-
ness and operational objectives. In addition, data not needed for
the direct measurement of the attainment of the stated objectives
should be collected and analyses performed in order to help explain
the outcomes. The outline will delineate the data needed, suggest
general methods of data collection, and mention analytic and descrip-

tive procedures to be employed.
Effectiveness Objectives

Objective 1

To reduce recidivism of active project participants by 25% as
measured by rearrests for impact offenses during a one-year
period after entering the project, over a one-year baseline
rearrest percentage for similar individuals develuped by the
Denver Anti-Crime Council staff.

Recidivism Defined:
Recidivism has been operationally defined as rearvest. Other
measures such as refiling, reconviction, or reincarceration could

Group IV, Section C
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have been used, representing progressively deeper penetration into

the criminal justice system. Rearrest was chosen for pragmatic
reasong-~the lack of readily available data for other recidivism
measures and the the long follow-up period rvequired for other measures
due to time delays in court processing,

The specific focus here is upon rearrest for an impact offense for
those participants previously convicted of an impact offense. Of secon-
dary interest will be the rearrest rate for any offense (excluding D.U.T.
and traffic violations) for those participants previously convicted of

an jmpact of fense.

Active Participant Defined:

buring the second quarter of 1974, Employ-Ex and the Denver Anti-
Drime Council (DACC) jointly revised the program's evaluation outline.
One of the principal revisions to this outline was the defining of the
teym “active participant™ and the subsequent inclusion of this term into
the wording of the objective. An active participant was defined at that time
as any project participant who contacts the agency or the agency contacts
during the designated follow-up periods of 1-2-3-6-9-12 months after intake.
Given this definition, then, only those participants who were active when they
were arrested would be considered contributors to the agency's rearrest
rate, Conversely, those participants whose rearrest was subsequent to
4 non-contactable follow-up would not be contributing to the rearrest
yate, thereby lowering the actual ohe-year rearrest rate for participants.

Uoe of this definition of "active participant" was, therefore, discarded.

Group IV, Section C
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One possible alternative was to place in the "at risk" group
all persons assigned an Employ-Ex participant number--all persons
who had attended the agency's Job Preparation Workshop (JPWS),
While this definition certainly eliminates the temporal aspect of the
above concern, it still does not allow for an assessment of "progran
effect."™ The specific concern is that meeting the qualifications for
participation does not guaréntee participation. Many persons
establish their "particfpat?on“ in Employ~Ex by attending the JPUS
and subsequent to the JPWS never solicit or receive any of the program's
vocational services--i.e., they do not participate (are not active

participants) in the program.

The final alternative considerad was to place "at risk" all
persons with a placement referral. Placement referral 1s operationalized
as the provision of.a job {or training or education) interview by the
agency and subsequent attendance at the interview by the participant--
it does not require that a placement be obtained. It has been documented
that the provision of meahingfu1 employment apportunities can signifi-
cantly reduce adult recidivism, The smallest identifiable increment of
"provision of employment opportunities” is a single placement referral.
Using the placement referral as the minimally sufFicient criterion
for active participation, an evaluation of Objective I excludes persons
for whom there was no program participation and includes perémns with

at least ninimal participation.

- Group 1V, Section C
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Baseline Defined:

The baseline group, as developed by DACC (1975), consists of 405
persons convicted of impact offenses who, upon release, were tracked
for two years via Denver Police Department (DPD) rap sheats, For
information on the development of such a baseline the DACC publication

Adult Recidivism can be procured.

At Risk Period:

The term "one year at risk" indicates that all members of the
sample must have entered the program at least one year prior to final
data collection. The arrests, both tptal and jmpact only, uSed in computing
the rearvest rates must have occurred in each individual's first twelve
months since program enrollment. Only first impact arrests and/or first
arrests for any offense are used in calculating the arrest rate (i.e.,

persons per sample with at least one arrest).

Bata Needs:

1. Nuniber of arrests for each project participant for a
one-year period (or up to time of final data collection)
from time of entry into the project

2. Charge or charges for each arrest

3. Percent of individuals in the baseline group made up of
Denver probationers and parolees who were convicted of an
Impact offense and/or who were rearrested for an Impact

offense within one year of being placed on prebation or
released from incarceration or parole.

Method of Data Collection:
Agency arrest data has been collected from Denver City Jail booking

sheets,  This data has been collected on a quarterly basis with the

Group IV, Section C
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help of DACC staif. A limitation of this data collection s that 1t
includes only arrests made in Denver, i.e., arrest of Fmploy-Ex parti-
cipants made in the suburbs, other portions of the state, and out of

state, are not collected. While this Timitation may at first seem arippling,
it is important to note that the DACC baseline includes only Denver avrest
data. Therefore, while the absolute arrest rate of Employ-Ex participants
is not derivable, the agency's arrest rate relative to a suitable baseline

is available,

The card on the following page is kept on all Lwmploy-Ex participants

and the arrest data from the jail booking sheets are transferred to that

card.

Analysis:

Comparison of project participants' rearrest rate for
Tmpact offenses with that of comparison (baseline groun):

Rearrests of participants for Impact offenges should
approach 25% less than the baseline group.

While this analysis is the only one directly necessary to the measurement.
of Objective 1. other analyses should be performed in order to provide
further information and, perhaps, an explanation of the results. Some

of these other possible analyses are as follows:

7. Comparison of project participants' rearvest rate for
any offense (except D.U.I. and traffic violations) with
that of the baseline group.

2. Comparison of specific sub-groups of project participants
with sub-groups from the baseline groups with simitar
characteristics for rearrest. For example, reciaivism
rates of probationers (both rearrest and reconviction)
may be compared with those of probationers in the base~
line group, similarly for parolees. Other sub-groups
comparisons may be based on age, race, Sex, prior criminal
history, history of incarceration and prior work history.

Group IV, Section C




EMPLOY~EX PARTICIPANTS' INFORMATION CARD

PROJECT: EMPLOY-EX  ID#:

LAST NAME:  FIRST NAME: _ INITIAL:__ DATE OF BIRTH: _

DATE OF REFERRAL: __ SQURCE OF REFERRAL:

e

DATE QOF INITIAL CONTACT WITH CLIENT:

DATE OF TERMINATION FROM PROJECT:

ARRESTS
DATE. CHARGE(S). POLICE DISPOSITION
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3. Relationships between participant characteristics and
recidivism, This may be done by means of univariate
and multivariate analyses. Similar analyses will be
done for the baseline group.

A, The relationship between employment variables such
as length of time employed, type of job, salary, number of
Job turnovers, etc., should be related to recidivism.
These analyses may shed some Tight on the relationships
between employment and recidivism for this sampie.

5. Relationships between types of services needed and
whether or not these services were supplied (see
Operational Objective 111) to recidivism will also
be of interest.

6. Comparison of participant and baseline groups on average
number of rearrests for all recorded offenses, as well

as the percent of individuals rearrested for any offense.

Objective [I:

Those project participants placed in jobs, training or educational
slots will be employed (or in training or in school) an average of
60% of the time they are in the project and available for employment,
training, or school,
Placement Defined:
Whilte the objective focuses on job, training, or school placements,
the skewed distribution of participant placements makes the following anal-
yoin almost exclusively an examination of job success, as the bulk of the
participants placed were placed in full time employment. A job placement is
definad as acceptance of a job offer and attendance of at least one day on
that job.

Available for Employment Defined:

The primary definition of "available for employment" is the six
months inmediately subsequent to the participant's initial place-

ment, The rationale for the six month data collection period is

Group 1V, Section C
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two-fald. First, a person's six month vocations! activity is an extremely
refiable indicator of subsequent job durability. Second, data collection
beyond the six month point suffers from error sufficient to undermine the

reliability of the data,

Data_ Needs:

1. Date first placed on a job from t1me of completing Job
Preparation Workshop,

2. Amount of time employed from the time of first placement
(by project or other source) until time of final data
collection (180 days). The time will be expressed for each
participant available for employment from the time of first
placement (not known to be incarcerated, moved from immediate
vicinity, in court or in some other manner not able to work).
The time will be based on a 30 day month.

3. The amount of time spent working less than full time or in
school oy training. Full time will be defined as 35 hours
per week.

4, Amount. of Cime from completion of the Job Preparation Work-

shop of first placement in a full time job.
h, Number of project participants never placed in jobs,
Lraining, or school,
Method of Data Collection:
Some of the information listed in the previous section will be
collected from the person or collateral sources (employers, family, pro-
batron or parole officer, police, etc.) on a 1, 2, 3, and & month schedule,
Data on amount of time ircarcerated, in court, on-the-run, changed locations,
as well as other data may he available from the person's probation and
parole officers. A chronological record should be maintained far each

person in his/her individual file.

Group IV, Section C
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This record should inciude: date of entry into the project, dates of
participation in Job Preparation Workshops, dates of job rveferrals, dates of
employment or entering into the training or school programs, dates emploved
in training or in school, dates of termination of jobs, training, ar
school, dates of new employment (training or school programs, dates incavicera
ted, dates of other major changes in status with regard to employment
(training or school) and contacts with the criminal justice system. Some
of the dates of these activities may have to be estimated and some will not
be available. In addition, for some participants, activities during
certain periods of time will not be known. The suggested chronplogical
record should be maintained as closely as possible and various sources
of information other than participants should be used for this information,
if necessary.

The data necessary for analyzing this objective 14 maintained in
narrative form on the Participant Information Sheet and in summary form
on the Service Summary. The data 1s also maintained on the Placement and

Referral Sheet. These forms are on the following pages.

Analysis:

The major analysis for the assessment of the
attainment of Objective IT will involve the
calculation of the average amount of time
project participants were employed from time
of initial placement to the time of final data
collection (180 days). This calculation will
be expressed as a percent for each participant
according to this formula:

Number of Days Emp]oyed)
(not to exceed 180 days \
Number of Available Days X 100% = 60%
{not to exceed 180 days)

Group 1V, Section €
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Other Possible Analyses Could Include:

1.

In addition to calculating the average amount of available

time spend employed from the time the participant was in-
itially placed, the amount of time empioyed should be cal-
culated from the time of completion of Job Preparation

Workshop. This will take into account the amount of time nceded
for initial placement and will lower the average amount of

time employed.

Ancther analysis of average percent of time employed (in
training or school) should take into account all project
participants, including those who are never placed. This
will account for the failures in terms of not obtaining
employment,

Relationships between percent of time worked and individual
characteristics.

Relationships between percent of time worked and amount and
types of agency services rendered.

Relationships between percent of time worked and vecidivism,

Relationships between percent of time worked and character-
istics of the job, such as salary, hours, type of duties,
general skill level of the job, etc.

The percent of time employed (in training or school) should
be attenuated by subtracting the amount of time for each
participant in which their work (training or school) was
less than full time. A separate average percent of Lime
spent underemployed (defined by number of hours per week)
should be calculated from the time of initial placement.

The employment record of participants initially placed in
job training or school should be followed-up during

their time in the project in order to assess the short-
term effects of training or school on obtaining employment.,

Operational Objectives

While the Effectiveness Objectives are the true criteria by which a pro-

gram such as Employ-Ex must be judged, it is through adherence to prograw

that Operational Objectives' effectiveness results. To this end, monitoring

of training accomplishments, counseling results, Jjob, training, and educational

placements (self and agency generated) and the quantity of other services,

will proceed on an ongoing basis. In addition, community involvement will be

solicited, cataloged, and maintained, in order to provide needed training

Group 1V, Section C
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resources and service referrals, as well as to cultivete and gaqge the Tovel
of community acceptance of the prodgram and the participants. Systematic
follow-up will bhe provided to all participants at weekly intervals unlil
employed {or in training or school) and monthly and quarterly inleryeis
thereafter. Finally, extensive record keeping, data process, and evalnalive
research will be utilized to determine program effectiveness., These dre the
program's QOperational Objectives.

Objective I

To place approximately * project participants in jobs, job related
training, or educational grants during the 12 month period on the project.
Placement Defined:

The definition used here is identical to the one found for Fffectivenos.,
Objective [I--i.e., a job placment is the acceptance of an of fer for a permanent,
full time job and attendance of at least one day on that job, (Keep in wmind
that this Objective does not measure placement success. Such a medasure is
inherent in Effectiveness Objective II.) In addition, placement into full time
job training and full time séhoo] with stipend ¢an also be included as place.
ments, The Employ-Ex experience has suggested a goal be set for each of Lhese
types of placements according to the agency's emphasis. Employ~Fx has primgrily
focused on full time employment and has met its placemenl objective with these
placements alone (the training and school placements were above and beyond the
Ohjective T goal).

While this objective focuses on the number of persurs placed, it must be
recognized that many participants receive more than one placement. Therefore,
an ancillary measure of agency activity in this arena is the number of placements,
Data Needed:

1. Number of projecf.pértscipants who have heen placed on a job

to which the project has referred them.
* The number placed will depend upon a forecast of program capehility.

Group LV, Section C
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2. Number of project participants who have been placed on job-
related training by the project.

3. Number of project participants who have been placed in edu-
cational programs by the project,

4, Total number of project part1c%pants (those who have completed
the Jnb Preparation Workshop).

5. Characteristics of agency placements--~type of work, skill level,
salary, promotion opportunity.

Methods of Data Collection:

Information concerning employment, job-related training and school profgrams

will be maintained in each participant's file (on the Participant Information
Sheet, Service Summary and Placement/Referral Sheet) and updated periodically.

In addition, a "running" record of the number of project participants, the

number placed on a job, into job training and into school programs by the project

will be set up for instant retrieval of this information on a daily basis.

ANALYSLS:

1. The number of project participants placed by the staff
into jobs, job-related training and school programs. A
separate breakdown will be made of the rumbar of participants
in each category (jobs, training and school). The number
of participants placed in training or school who subsequent-
1y obtain employment, will also be a measure of success in
Objective 1.

2. In addition, several other analyses are relevant here: A
ration of the number of participants placed to the total
number of active participants* should be calculated.

3. Length of time from completion of Job Preparation Workshop
to placement in jobs, training or school,

4, Background characteristics of the group of participants
placed on jobs, in training and in school.

5. Comparison of recidivism rates based on various criteria
(rearrest, average number of rearrests, percent of parti-
cipants rearrested, probation and pavole revocation)
between participants placed by the project and those obtain-
ing jobs on their own.

* See definition in Effective Objective 1.

Group IV, Section C
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{r. Humbier and percent of participants placed in full time
employment, training or school compared Lo those placed
in Tess than full time activity.

/. kecognizing that many participants will be placed on move
than one job, a count of all job placements will be main-
tained.

Objective 11

To aid Lhe self-placement of approximately * project participants

in jobs or job-related training through projected conducted Job

Preparal.ion Workshops and other services,

I, is recognized that many participants will seek out their own
job.  This process is encouraged and facilitated by the agency's Job Preparation
Workshop (JPWS)--an intensive workshop in the job-seeking process. In
addiLion, the ex-offender’'s willingness and ability to engage in his/her own Jjob
development s facilitated via the agency's counseling process--a process
which seeks Lo recognize and encourége participant self~sufficiency.
Data Needs:
b, MNumber of participants who obtain jobs and the number who
obtain job training on their awn after completing the Job
Preparation Workshop.
7. Time needed to obtain employment or training.

3. Characteristics of the jobs obtained by participant--type of
work, skill Tevel, salary, promotional opportunities.

Methods of Data Collection:

Same as Operational Objective I.
ANALYSES

I, I'he number of project participants who obtain jobs or training
on- their own after the completion of the Job Preparation
Workshop.

" Inadditian to the simple frequency count, often analyses are
relovant, The amount of time needed from completion of Job

freparation Workshop to initial job placement will be compared

with the group of participants who are placed by the project.

A The number i+ g veflection of program capability and emphasis.

Group 1V, Section C
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Comparivan of participant characteriotics for the trnup who obe
tain jobs themselven with those who are placed through
pfforts of projecl staflf,

4, Comparison of percent of time employed of this group with
those who are placed by project staff,

5. Comparison of characteristics of the job and employment
(number of turnovers, salary, skill level of job, amount
of time employed, etc.) for this group with those of
the group placed on jobs by the project staff.
6. Comparison of'recidivism rates (using various measures
mentioned above) of this group with the graup placed on
jobs, training or school by project staff.
7. The sum of all persons self-placed and all persons agency
placed will reflect overall success in this arca and can be
expressed as a percent of total active participants.
Objective IT1:
To provide a varjety of assistance, other than job finding and placement,
to project participants on a need basis. Some forms of this assistance
will be personal counseling, family counseling, provision for physical
needs, financial help, and aid in special situations on or off the job. Those
forms of assistance will be given on the basis of need and Timited by project
resources,

While no quantifiable goals for the provision of these services can
exist, records of the number of services provided each participant are
maintained. These records provide 4n ongoing accounting of agendy efforts,
participant needs, and a rich source of data analyses of participant

putcome.

Data _Needs:

1. Types of services rendered to each participant,

2. Number of participants receiving each type of assistance.

3. Amount of time spent by staff in providing various types of
needed assistance.

4. Who provides the assistance (staff, other agencies, volunteers,
special groups, private organizations).

5. Characteristics of participants needing various types of
assistance.

Group IV, Sectfﬂn C
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Method of Date follection:
A running record of the type of assistance, the provider of assistance,

and the time involved will be maintained in detail on the Participant

Information Sheet and in summary, on the Service Summary in the participant’s

file folder (shown earlier in this section),

ANALYSES:

1. Frequency of assistance provided by type of assintance,

2. Proportion of participants receiving any assistance and
proportion receiving each type of assistance.

3, Amount of time spent for each type of assistance.

4, Average amount of time spent for each varticipant for
non-employment assistarice.

5. Number and proportion of participants referred to other
agencies for assistance.

6. Relationships between the services and assistance rendered

and the outcomes in terms of employment and recidivism.

In addition, the following pieces of information are relevant:

7. Relationships between types of assistance given and
immediate cutcomes of the assistance,

8. Characteristics of participants needing and receiving
various kinds of assistance,

9. Participants' satisfaction with assistance.

10. Relationship between immediate outcomes of assistance

and the various rec¢idivism criteria.

Objective IV:

The development and utilization of community referral sources for the provisions
to pariicipants of necessary services beyond the scope of direct program
activity.

As with Objective 111, this objective cannot be couched in quantifiable
terms. Instead, a general statement of goal which reflects the need for

high quality development and utilization contacts in sufficient quantities

Group 1V, Sﬁctien C
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must suffice. Pursuant to this statement, the evaluation of this objective will
reflect both the quality and quantity of community contacts. Crucial to both
the short range and long range success of an ex-offender program is the develop-

ment of & functional community support network.

Data Needs:
1. Number of community resource contacts made,
2. Purposes of those contacts.
3. Consequence of contacts.

a. Direct services to participants--types of services
b. Indirect services--types of services
c. Services to staff--types of services

4, Perception of utility of community services:
a. By staff
b. By participants
c. By volunteers

Method of Data Collection:

The staff members responsible for recruiting and organizing the activities

of volunteers will report on these efforts. This will include written

reports on sources of recruitment (organizations, advertising, etc.), number of
people who actually perform volunteer activity for the project, time spent by

volunteers and types of activities by volunteers.

Questionnaires and/or interviews can be used with a sample of participants who
have come into contact with volunteers, project staff members and a sample
of volunteers to obtain information regarding their perceptions and opinioﬁs
of the volunteer efforts.
ANALYSES:

Analyses will invalve:

1. The success of recruitment in terms of numbers of
volunteers,

Group 1V, %ection C
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Z. The ubility of the volunteors tn Lhe nrotect in terms
ot the number of hours spent and the services rendered above
and beyond the resources of project staff,

3. The perceptions of the effects of the volunteers by staff,
participants, and volunteers,

It may be possible to explore the relationships between volunieer activites
and participant cutcomes in those instances in which the volunteer and
participant have direct interaction.

Objective V:

[o gather informatica and provide guidance to all project parlicipants al
intervals of 1, 2, 3, 6, 9, and 12 wonths subsequant Lo program entry

for all project participants.

Objective V has a two-fold purpose. One is to provide follow-up to
participants for purposes of providing the needed assistance in fulfillment of
Operational Objective III. The other is to obtain the data necessary for
evaluating Effectiveness Objective 11 and to provide inforumation concerning
outcomes of project activities with regard to the participant's employmeni and
1ife situation (only 6 months of follow-up are used for this purpose).

Data Needs:

1. Number of participants contacted at each time interval
and total number of participants who should be contacted
at each time interval.

2. Rumber of direct contaéts with participants and number of
contacts with collateral sources (employer, friends,
probation or parole officers, relatives., law enforce-

ment, etc.).

3. The method of contact (telephone, letter, personal visit)
will be recorded,

4. Services provided for participant (same for Operational
Objective 111).

5. Data required for Effectiveness Objective II.

Methods of Data Collection:

A1l follow-up contacts are recorded on the Participant Information Sheet

Group 1V, Section C
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and the Service Summary. The contacts themselves are triqggered via a tickler
card system with the counselor advancing the tickler card to the next contact
date after making the currently required contact. Should person-to-persun

or phone contact fail, a follow-up Tetter is sent. A more detailed explanation
of this process is available elsewhere in this sourcebook.

ANALYSES :

The major analysis will be the number and proportion of participants
who are contacted and on whom information is obtained at each of the time
periods. The larger the number and the closer the porportion of participants
contacted is to 1 (or 100%), the closer to attainment of the objective. |
Tt is to be expected that there will be more participants whom the project is
unable to contact as time progresses. The decrement over time in the number
and porportion of participants contacted should be minimized.

Objective VI:
To provide thorough data collection and analysis to evaluate the other
objectives.

The meeting of this objective requires extensive record keeping on the various
forms detailed previously as well as coding on the agency's two-form auto-
matic data system. These two forms, which can be seen on following payes,
were designed to meet all of the agency's data and analysis needs. The first
is the Cor idential Application--a computer code form which details all participant
characteristics thought to be salient to program services and participant out-
come. The application is completed by a counselor during the initial
intake interview, as per the attached coding instructions.

The second form is the EX Service Summary, the computer code counterpart
of the Service Summary, which'can be found in the participant files., This

form includes all information necessary to the assessment of the Effect fveness

Group IV, Se%tion C
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and Operational Objective. It is completed on a 1, 2, 3, 6, 9 and 12 month
schedule by the program evaluator from data obtained from the participant
file, Denver County Jail Booking Sheets, and various corroborative sources.

A1l data codes on these two forms are then keypunched by a privatle
keypunch firm. The punched cards are then analyzed via the Statistical
Package of the Social Services (SPSS) at the University of Colorado. for
quarterly reporting purposes, only frequency distributions are run, while
more extensive analyses are used for funding period final reports and

special reports.

Group 1V, Section C
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MATERIALS
EVALUATION OUTLINE

Application

Application Coding Instructions
Service Summary .
Service Summary Coding Instructions
Examples of Placement Information
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Employ-Fx
1271776

APPLICATION CODING INSTRUCTIONS

The "Application" is a fwo-part fowm, with the onlginal on the top and a
card-stock carnbon copy underneath. Always use a ball puind pen on shaip
pencil whon §LLLInGg 4t out, since the copy must go through Lo the carbon.

On Zhe back of the card-stock is the "EmpLoyment Histony" §onm. This should
be §illed out by Lhe applicant prion Lo the Lintake {nderview, 1§ (L {s nod
fifLed out, please have the appficant do s0 Lmmediatefy.

When the application (s completed, tean the top of the application along

the perforated Lines. You will then have two copies, a Light-welght okiginaf
and the card-stock carbon. The canbon goes Ainto the applicant's folLder (note
that holes are already punched £n the cand-stock), and the oniginal goes fa
reseanch along with the intake sfip.

GENERAL NOTES: With the excepiion of the §inszt fwo Lines, all "boxes" shoulil

be §illed in. 1§ a panticular box does not apply {for insdance, "Time Seaved"),
code. that box "0" {on fwo zeros Af there are Awo boxes). Nevea wraitle Lefiens
in the boxes (such as "NA"}). Never wiile honizontal Lines Through the boxes.

Thy Zo make your wiiting as Legible as possible. 1§ you make an errck, enase
comnletely. 1f you are confused about the appropriate fhing to wiite down,

call Rita on Jan; if neither A4 ava&labﬂe, Leave the box blank and alfach «
note 2o Zhe application.

LINES 1 & 2: The applicant's name should be printed in the boxes at the top

of the application, last name first, Use one box per laetter. Start with the
box farthest to the left. The "Application Date" is the date of intake, not

Job Prep Workshop (which is shown below, labelled "Intake Date"--confugiung, ch?).

LINES 5 ~ 9: This space is to be used to list the applicaut's conviction hfstory,
Start with the most recent offense. List the gentence lmposed by the court.

The "Date Start" refers to the date the applicant started Lo serve hilg seotence;
"Date Finished" refers to the date of release, If the applicant {8 on probation,
use the same instructions, but "Institution" should contain the work "probat fon'.
1f the applicant is PTIP, the offense should be the current charge. "Date Stuart”
should be the arrest date. Under "Institution” note "PUTP" and the next couwrt date.
1f the applicant is deferred prosecution, the offense should be the charpe fn;
which prosecution is being deferred. Under "Sentence” write "Deforred Pros.

The "Date Start' should refer to the arrest date, and '"Date Finished" should

refer to the projected date for the finish of deferred prow, With botl PTIP

and deferred pros cases, the remainder of thc conviction history should be done

as usual for any prior convictions. *

Group IV, Section C
-8 -




COLUMN(S)

(1-2)
( 3
(4 -5)
(6-~7

B P o

1. FPROGRAM

oL -~
02 -
03 -
g4 -
05 -
06 -~
07 =~
08 -~
09 -
10 -

2., OFFICE.

h N £ WM
¥

Topact Cities
SETSC

PTL

JCETA

EPCETA

JBC
JBC ~ deferred pros.

- Denver

Jefferaon County
Colorado Springs
Pubelo

Canon City

Buena Vista

3. REFERRAL SOURCE

oL -~
02 -
03 ~
04 =~
05 =~
06 -~
07  ~
08 -
09  ~
10 -
1L -
12« .
13 -
% -
15 =~
e -
17 -~
18 -
19 =~

4. ASE

Colorado Adult Parole
Digtrict Court Probation
Federal Probation & Parole
County Court Probation
Pre-Trial Sefvices Program
Self~Referrval, Institution
Self~-Referral; Not Confined

- C8R
- Q8P

Friends/Relatives

Denver County Jail
El Paso Gounty Jail
Jeffco County Jail
Pueblo County Jail

. Jeffeco Adult Diversion

Denver Manpower
Bl Pago CETA
Jeffeo CETA
Pueblo CETA

(e.g. age 24 = ‘2YZND

‘Group IV, Section C
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COLUMN(S)

(8-13) 5. DATE OF BIRTH (Month, Day, Year)
e.g., April 18, 1944 ={olal1[8Tala ]
( 14) 6. SEX
(15 - 16) 7.  HIGHEST SCHOOL GRADE COMPLETED (include GED)
e.g., High School Graduate - 12
Two Years Collage ~ 14
College Graduate - 16
Master's Degree - 18
GED - 12
( 17) 8. ETHNIC GROUP
{ 18) 9. VETERAN TYPH
( 19) 10.  DISABLED VETERAN
{ 20) 11.  NUMBER OF FELONY CONVICTIONS (do not count pre-trial
charges or deferred prosecutiona)
( 21) 12.  NUMBER OF IMPACT CONVICTIONS (do not count pre-irial
charges or deferred prosecntions)
(22 - 23) 13. QUALIFYING OFFENSE (can be pre~trial charge)

NON PLIP: Of the offenses listed In the participont's coavierlon
history, the "Qualifying Offense' ig the most recent felopy
conviction. For ingtance, 1if the individual was convicted
of shoplifting in December 1975%; grant theft in May 1975;
and burglary in 1974, the qualifylng offense would be prand
theft since it is the wmost rvecent felony.

PTIP:  The qualifying offense is the offense with which the
person 1s currently charged.

CODE:
01 -~ Robbery 07 - Ordinavee Vielation
02 -~ Burglary 08 - Purole/Probation Vielatlon
03 ~ Asgault 09 - Narcorics (possesslon)
04 ~ Rape 10 - Narcotics (sale)
05 =« Other Felony 11 - Qther
06  ~ Misdemeanor
(24 = 26) 14.  TOTAL TIME SERVED

Total number of months ilncarcerated because of convictlion (do
not count time gpent in pre-trial detontion uvolesd the
sentence given upon conviction was for "time ascvved),

e.f., & months C8K
12 mouthy CSP

Group IV, Section C
- 26 -




COLUMM(S),
( 27) 190 LAST INSTITUTION

-~ €8P (includiig max., med., and min.)
- CSR '

~  CWCT

Lookout Mountain

~ Mountain View

- Denver County Jail

Other Jail

~ Federal Institution

-~ Other Institution (excluding Federal)

3 N =
1

E~
H

OO0~
i

(28 =« 79) 16. CURRENT CRIMINAL JUSTICE STATUS

01 - Parole

02 -~ TYProbhatlon

03 - Pre-trial

04 ~ Deferred Prosecution

05 ~ Work releasge

06 ~ Other Pre-Release (in community; specify on application)
07 - Cs8P

08 ~ CSR ;

09 -~ Other Incarceration

10 ~ Not under C.J.S. control (e.g., discharged)

( 30) 17.  FIRST CONTACT
( 310 18. CORRECTTONAL INSTITUTION CLIENT
( 32) 19.  CASE PENDTNG
( 3%) 20.  MARITAL STATUS
( 34) 21.  NUMBER OF DEPENDENTS (includes all persons for whom the
participant 1s responsible for supportin
excluding himself)
(35 -~ 30) 22, INDIVIDUAL INCOMEVLAST 12 MONTHS (in hundreds)
e.g., $ 2,564 = 26
2,540 = 25
10,101 = 99 ‘
(17 -~ 38) 2%, FAMILY INCOME LAST 12’MONI§S {in hundreds) ~- (if individual ‘

is single, the family income is the
game as individual incoune) ‘

Group 1V, Section C
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COLUMN (8)

{ 39)
( 40)
( 41)
{ 42)
(43 ~ 44)
( 45)
( 46)

24.  LOW INCOME (if the family income fs less than $8,000/year
then the angwer is "YES')

25.  ECONOMICALLY DISADVANTAGED

Family Size

[aS I od

~N o W

Non-Farm Family  Farm Fomily

$

2,330
3,070
3,810
4,550
5,290
6,030
6,770

$ 1,980
2,610
3,740
3,870
4,500
5,130
5,750

26.  FOREMOST SKILL (from Hollingshead)

1 = Unskilled
2 = Machine Operators and Semi-Skilled
3 = 8killed Manuval Enploveas

4 = Clerical and Bales, Techniciaung, One Man Operators

5 = Administrative Personnel, Small Bualness Proprletor aud

Minor Professionals

6 = Business Managers, Medium Busineas Proprietars, Leassar
Professionals
7 = Higher Executives, Large Buslness Proprietors, and Major
Professionals

27.  VOCATIONAL TRAINING (include any formal training)

1 = YES
2 = NO

28.  HOURLY WAGE LAST JOB (dollar, dime)

e.g., 52.20
2.25

2.26

4,96

THE FOLLOWING ARE "YES/NO" ANSWERS:

T8 # @

22
22
23

50

29.  RECEIVING AID FOR DEPENDENT CHILDREN (AFDC)

30. RECEIVING OTHER PUBLIC ASSISTANCE

Group 1V, Section C
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COLIMN(S)

( 47)
( 48)
{ 49)
( 50)
¢ 51)
( 52)
( 57)
( 54)
{ 59)
( 56)
( 57)
{ H8)
( 59)
(6o - 61)
(62 - 61)
(64 - 6Y5)

34.

35.

36.

37!’

38.

39.

40.

41.

42.

4.

A,

46,

LIMITED ENGLISH SPRAKING ABILITY

LIMITED READ/WRITE  (illiterate?)

MIGRANT OR SEASONAL TARM FAMILY MEMBER

HANDICAPPED

FULL~TTME_STUDENT

FELONY RECORD (count convictions only)

PRIMARY WAGE EARNER (if individual is single, the answer
. j‘-) HYESN)

HEAD OF HOUSEHOLD (individual must be responsible for the

support of amother person to qualify as
head of household)

RECEIVING UNEMPLOYMENT INSURANCE

TRANSPORTATTON PROBLEM

ALCOHOL /DRUG PROBLEM

FORMERLY EMPLOYED IN CETA PROCRAM

LABOR FORCE_STATUS

1~ Employed

2 - Unemployed

3 -~ Underemployed

4 - N/A (not in labor force)

NUMBER 0F WEEKS UNEMPIOYED -~ CURRENT SPELL (i.e., number of

weeks since the applicant was last employed, maximum
is 52 weeks)

NUMBER OF WEEKS UNEMPLOYED -~ LAST TWELVE MONTHS {(i.e , total

number of weeks unemployed in last year, maximum
possible is 52)

YEARS IN LABOR FORCE (number of years employed or looking for

work since age 18; therefore, time spent in prisoi: must
be subtracted from the total)

Group 1V, Section C
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LOLUMN(S)

( 66)
(67 - 12)
(723 ~ 77)
(78 - 80)

47.

48,

49,

30,

NUMBER OF JOBS IN LAST TWO YEARS (if more than 9, enter 9)

DATE OF INTAKE  (Month, Day, Year)

PARTTCIPANT IDENTIFICATION NUMBER

CARD NUMBER (already typed in)

Graup IV, Section C
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URNSIHLLED

MACHING QPRPERATIONS AND SEMIBKINLED
SENLED MANUAL EMPLOYELS
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ADMINISTHATIVE PERSONNEL SMALL
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“51 Liotain 1A et "fﬂuw ! ] ' . - .

‘ i L i i .
b e tel el el | el e el e | o
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?I[ ‘ INTERVIE WS INTERVIEWS EMPLOYMENT OTHER | NO. AGENCY TOTAL NO.
{f" ‘ ARRAMGELD ATTENDED - . } REFERRALS OF CONTACTS
AN o] | ol e lel] el
1 o } Ut . . . . gt [ N [P o SR I

| PLACEMENT INFORMATION (1)

24 FLAGEMERT PLAGEMENT EMPLOYER 8KILL HOURS HOURLY WAGE DAYS
17 1 NUMBER (YRE CODE LEVEL PER WEEK {QOLLAR, DIME)  EMPLOYED
/Sﬁ : ’ ‘ ‘l B } - vy oy e o - ‘,1 J ,,,,,g,.m._’ X ! ;_..
) ol Lol [T1] o] e || _ o] e!]

b PLACEMENT INFORMATION (11)

U / ! Pran L MENT FLACEMEN EMPLOYER SKILL HOQURS HOURLY WAGE DAYS
‘4" TIUMBLE R fYpPr CODE LEVEL PER WEEK (DOLLAR. DIME) EMPLOYEDR
49‘ ‘ [ ’ ey R e goomam

! ‘ i i 8 : ’ 1 ' i i 1
T ool [ el el ® ] ®
; PLAGEMENT INFORMATION (111) [ - DO NOT WRITE 1‘ THIS SPACE T

50, ? FLACLMENT DAY , DAYS
O NUMBER EMPLOYED 4 AVAILABRLE TOTAL
" ![ .
b6 ‘ . e

| Wy (“) | | 1 Ti @r . _
! ARREST NATA DO NOT WRITE IN THIS SPACE

07 IR JOB SEGOND JOB PROGRAM  EMPLOYMENT FOLLOW-UP CETA
// : i NS STATUS QFFENSE STATUS STATUS: STATUS STATUS STATUS
6;): ; 5 ‘ . P . o . } sy« ————

ot el el el el el el el]]
i - . -

60

o APTION GUMMARY DATE IDENTIFICATION NO, CARD NO.

B ,

e ( . ’ ‘ l i .. nag e . {. ; P e 1 -y “1 ] { e s

j 80, wop | il | jel || of | ool i e 1] .

OFFENSE

ROBBERY

BURGLARY

ASSAULY

RAPE

OTHER FEL ONY
MISDEMEANOR
QROINANCE
SARQLE/PROBATION
OTHER



14)
ih)
16)

[8a

SELRVICE SUMMARY CODING INSTRUCTIONS
ITEN,
Date of Program Entry (usually JPWS completed date)

Program

01 = Impact Cities
02 = SETSC
03 = P11

04 = JCETA
05 = EP CLTA
06 =

07 =

08

09 =

10 =

Counselor (at time of coding)

01 = A, Acosta 13 = Rose Garcia
02 = Pat Sewell (Jackson) 14 = E, Hernandez
03 = H. Oldham 15 = Robert Garcia
04 = L. Wright 16 =

05 = J. Armstrong 17 =

06 = D. Prittz 18 =

a7 = P. Fleming 19 =

08 = R. Hapgood 20 =

09 = C. Harbey 21 =

10 = R. Trigg 22 =

17 = M. Medina 23 =

12 = P. Johnson 24 = QOther counselors here prior to 3/76
JPWS Completed

1 = Yes

2 = No

Number Food Service in Summary Perjod

Number Shelter Service in Summary Period

Number Clothing Service in Summafy Period

Numbey Transportation Service in Summary Period

Number Other Emergency Asst. Service in Summary Pefiod

(END FIRST ROW)

Mumbey of Interviews Afranged by Employ-Ex in Summary Period
Number of Interviews Attended by Participant in Summary Period

Nuhiber Lmployment 5/1 service in Summary Period

Group IV, Section C
- 39 -




( 1) 15,
( 1) h
(27 73) 17

(74,37,50)18,25,
32,

(76 38)19,26,33

(26,29,39)20,27
47

(30- 43) 21,28.

(31~ 32) 22,29.

(44~ 1%)

(33- 44) 23,30,

(46~ 47)

W) 24,30,

Nimber Other (cog. Fanily Counseling) G/T Service fin Summary Period

Humbier Roferrals foy Service to Other Agencies in Summary Period

Total Humber Times Participant Contacted I"1ring Summary Period
(not number of services)

The chronological order of the job placement beginning with the first
piauament and moving consecutively, through the individual's partici-
pation in bnploy-Ex, The first permanent, unsubsidized job=1, the
sacond=2 etc, If job is either temporary or subsidized then code=0
(regardless of consecutive order).

PlauamenL Type
Diract Placement
© Indirect Placement
Self Placement
Educational Stipend
< 0dT
Public Service Employment
= (ther Subsidized Employment/Training
« Temporary Employment

Lok

W0 O S LS NS —

Imployer Code (see>“EMployer,Cards”)

Skill Level

b= Unskilled

2 = Machine Operators & Semi-skilled

3 = Skilled manual employees

4 = Clerical and Sales, Technicians, one man operators

o

= Adminiatrative Personnel, small business proprietor and

minoy professionals
G ¢ Business mwanagers, medium business proprietors, lesser professionals
/= Higher executives, large bus1nes¢ proprietors, and major pro-
tessionalsg

Houvs on Jeb Per Week
(Actual Number of Hours)

Hourly Wage (Dollar, Dime)
e.g. $2.2b <22

$2.26 = 23

$4.91 -+ 49

Days tmployed--Days employed in any placement type during the period
being coded.

Group IV, Section C
- 33 -




EXAMPLLS OF PLACEMENT INFORMATYON
A, Participant's first direct placement into permanent; unsubsidized
employment was a carpenter's job paying $5.00/hour for 32 hours
per week, The placement occurred 15 days into the 201 period and
continued unchanged throughout the 202 period being currently coded.

Placement  Placement Employer  Skill  Hours per Hourly Days

Number Type Code - Level Week Wage Employed
o o , (dollar,dime)

(7] O - - O v O O -3 B T (A B

B. Seme participant received a raise to $5.95 an hour and a promotion to
foreman anywhere in 202. However, the same participant was later fired
20 days into the period.

S NN 1 20 v O 1 -2 -1 (O 4 L

C. Participant in C receives an 0JT slot the last day of 202. Wage=$2.75,
skill Tevel = 3, hours/week = 40 '

R TR e O v v A o D 3 ot RS 3 ran B W L

Group 1V, Section C
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(43
(55 b6)
(b7~ 58)
( 59)
(60- 61)
( 62)
( 64 )
(65 60)

Hh4)

1 63) -

154 ¥

36.

37.

38.

49,

0.

41.

4?2

Avai bable Days--Days in the current coding period since the initial
placowent. (placcment number 1), For example, if placement number 1
occdryed 20 days into 201, then available days for 201=10. If par-
Licipant is active in 202, then available days=30, whether or not
he is sti)1 employed. The available days meter continues to count
unless the participant is inactive for the entire period or is for
some reason {sickness, jail, etc.) unable to work for a specified
period of time,

Total Days --Number of days in the coding period that the person is
active. After the period in which placement number 1 occurs, Total
Days = Available Days. :

Offense Code of the Most Sericus Arrest in Coding Period.

01 = Robbery 06 = Misdemeanor

02 = Burglary 07 = Ordinance’

03 = Assault 08 = Parole/Probation Violation

04 = Rape 09 = Narcotics (possession)

05 = Other Felony 10 = Narcotics (possession f/sale or sale)
11 = other

Job Status at Time of Arrest in Coding Period.
1 = Employed
2 = Not Employed

Offense (less Serious Offense)

Program Status

1 = Active

2 = Inactive During Period
3 = Quietus

Employment. Status at End of Period
1 = Employed

2 = Unemployed

3 = Don't know

Follow-up Status

1 = Follow-up attempted

2 = Follow-up not attempted
3 = Follow-up not required

CLTA STATUS (if individual is in our program--i.e. actively receiving
1 services--but has not yet been placed, code "00")

Positive Negative

07-Hirect placement 1T=Cannot locate

02=Indirect placement 12=Moved from area

03=Self-placement 13=Refuse to continue

0d=tntered armed forces 14=Administrative separation

0b=Enrolled in school 15=Transportation problem

O6=fntered another manpower  16=Family care

program 17=Health/pregnancy
07 18=Laid off
0= , 19=Quit Job
09 20=Fired
10=0ther 21=Incarceration
20=
23=

Groun 1V, Section C
- 35 .



47, (continued)

(67-77) 43,844,755, Date of Summary
(73-71) A6, 1D

(78-80) 47. Service Summary # (Card #)
e.g., 201, 202, 203, etc,

24=
2b=
26=
27=
28=
29=
30=0ther negative

Group IV, Section C
- 36 -
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ARTVICLE ¥

BANAGEMENT

A. bEmploy-Ix shall handle all personnel matters in full
conpliance with the splrit, intent and lebter of Witle VI of
the Clvil Rights Act of 1964. There shall be no discrimina-
Lion ol any person on the grounds of race, color, creed, sex,
ancestry o national orlgin In Fmploy-Ex personnel practices and
olforts will be made Lo make the spirit as well as the letter of
Lhiin statenent cvident o all stalf and concerned citizens.

H. Imployment with Employ~Ex is not offered as a considera-
Lion or reward for the political support of any political party
Cor candidabe for public office and no person, as an employee,
“shall engapge In partisan political activity. The political
pelivitices of all employees shall e governed by the provisions
and reasbrictions of Chapter 15, Title 5 ol the United States
Code (formerly called the Hateh Act) and such other limitations
as might be inposed by Federal Law. '

CARTTCLE IT

HLRING AMD PROMOLION
A. SELECTION OF PERSONNEL: ‘

Employces shall be eliglble at all times for promotion
Lo grenter responsibility and authority. Such promotions shall
be babed upon their work record, thelr relations with fellow
vorkers, and the recommendations of their supervisor.

B. PART-TIME APPOYNTMENTS:

Perpons cmployed for work on g part-time basgis normally
working less than 40 hours per week are classified as part-time
gnployees. Part-time workers are compensabed solely by thelr pay
and by Social Securdty, Workmen's Compensation and other
benefits automatically provided by law. ' Part-time ¢mployees do
nol acerus leave, vacatlon or senilorlty rights.

¢. TEMPORARY AVPOINTMENTS:

Any cmployes holding a temporary appolntment or an inter-
mittent poslition may request that he be permanently appointed to
that position. 1n no case shall a temporary appointment be made
Por longer Lthan ninety (90) days. Any employee holding an inter-
mitlent position longer than ninety (90) days, shall, without
furbhwer action, become a permansnt employee and the position shall
bhecoar permangnt . In such an event, all service as a temporary

Group IV, Section D




ARTTCLE LE (Continued) ) , PAGE 2

ermployes may be applled agalnst the rinety (90) day nrobationary
status requireasnt for a permanent positlon. Wemporavy cmployceos
shall racelve hollday pay for those holidays granted which occur
during the time of their employment. 7They are also eligible

for Soclal Security benefllts, Workmen's Compensation, and any
other benellty automatlically provided by law.

D. PROBATTONARY:

Papsons newly employed in a regular full>-time position
with ¥muloy-Ex are classified as probationary employeces and serve
a minimum provationary period of ninety (90) days while becoming
famIltar with the duties and skills required for performing
the job and to allow for determination ss Lo whether the proba-
tionary ¢ rlod, such employment may be terminated, and in such
avent, Lie probatlonary employee has no right of appeal. However,
tha employee will be glven a termination interview to explain
the reason for his termination. S

Proballovary employees will be entitled Lo holiday pay, Social
Scceurity benefits, Workmen's Compensation and all obher benefity
provided by law. 8Sick leave and vacation time will be accurulabtoed
during the probationary period.

v PERMANENT
A nevly euployed person wlll heome a repular full—tine

erip Loyee of Fmploy-Ex when he as completed ninety (90) days
probation and is reclassified accordingly.

ARTICLE TTT

DEISCHARGE AND DISCI?LINE

No employee shal) be dismissed or otherwise diseciplined
exceplt Por a good cause.. :

A, TERMINATION QF EMPLOYMENT:

1. Cntback in Work Force. Employees shall be given two
weels notlcee of termination due to a reduction in the work force.
Ability and perflormance shall be the determining, factors when a
cubback In the work force is necessary, In those instarnces
vhero the relative abllitles and performance of employees is
equal, senfordty shall provail.

2. Callbaok. An employee who is raleased due to a cut-
baclk in worlk foree shall retain his rights of seniority for a
period not to exceed aix (6) months for the date of the cutback.

Group IV, Section D
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ARVTCLE [iL (Continued) ~ PAGE 3

A enllback shall {ollow the reverse nrder o the cubtback. Where
Lwa (2) opr more employees have been tald ol al the same time,
and vhere thelr relative abilities and performance were equal,
senioartty shall prevail.

3. Teaving Kmployment, No employee shall resign from the
Job without submitting a minimum of two (2) weeks notice prior Lo
Lho eopacted dateof termination., This arrangement will facilitate
Ly preparatlion of the employee'’s final pay check, W-2 forms, and
Lhie recrultment and selectilon of replacement personnel.

B, DLSCTPLINE

1. Gennral Discipline

Step 1. When an employee's supervisor believes that the
employee has a good cause~for'discipjine, he shall recommend such
disciplinary action as he deems appropriate to the Bxecutive Director
or his designee, by a written memorandum stating the grounds for
the recommended action. A carbon copy shall be addressed to the
cmplayee or whom the discipling Is belng recommended.

Step 2. The employee shall have the right to respond in
writing to the supervisor's recommendation within three (3) work-
tng days from the time and date of recelipt of the supervisor's
memorandum recommanding disciplinary action.

Step 3. The employee and the supervisor shall be advised
ol” the deternination of the Executive Director within six (6)
working days from the date of receipt of the supervisor's recom—
mendatlon., Yailure of the BExecutive Director to act within six
(6) days from the date of receipt of the supervisor's recom-
mendation shall constitute dWSmiSSdl of the supervisor's recom-
mendatlion,

Step 4, The emplojee and the supervisor shall each have
the opportunity to meet with the Executive Director prior to the
Fina’l determinalbion.

Step 5. The Executive Diroctor shall have the right to
roverse or modlfy the supervisor's recommended action. Any dis-—
¢iplinary nction whieh 1s sustalned by the Executive Director shall
boeome o pavrt of the employee's personngl file.

Step 6. The employee shall have the right bto appeal
under Lhe terms of the Grlevance Procedure beginning with Article
vV, Seetion G, Step 2.
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¢, APPEALS

The provisions of Artilcle V of this Agreement referring
to appeals and time 1imits shall be applicable in the disclpline
and dismlissal procedures of this Artlele. However, nothing herein
shall 1imit the tlme Iin which requests may bhe made for reinstate-
ent on a lenilerncy baals.

ARTICLE 1V
PERSONNEL PRACTICES

A. EMPILOYEE PERFORMANCE RATING

ALl cuployees except those holding intermlittent posiitions
shall sepve aprobationary period of three (3) consecutlve months
following original appointment, promotion or re~employment, and
shall be evaluated at the end of each thirty (30) day period, and
somi-annually therealter. ALl ratings shall be made by the
Executive Director or hls designee.

Following the probationary perlod, a person will eitner
beeome & permanent staff member or be dilscharged.

Ratings shall be made of all permanent employees every
6 months, Bach employee receiving a rating will have such rating
discussed at length before signing. The sligned copy will be placed
in the employee's [lolder, and will be avallable, on request, to
the Personnel Committee, and to the Chairman of the Board.

B. SENIORITY

Where the demonstrated ability:and performance of employees
are equal, senlority shall prevail in all matters involving promo-

tlons, transfers, layoffs or callbacks of employees covered by this
Manual. ‘ ’

. NO SFECRET RECORD

No officlal report nor any derogatory statement about an
employee shall be filed by the Execubive Director or a supervisor
urntleas the cmployee 1s sent a dated copy at the same time. The
employce shall have the right to submlt a response to the report
or statemont, Such a response shall be attached to and filed with
the report or statement In the employee's official personnel file.

Group IV, Section D
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D, REVOLVIHG IiLES

In all instanees vhere an employee works for one year, not
inelLuwling time allowed [or leaVP without pay, and during which time
ro reprimand or disciplinary actlon is registerad in his personnel
'ile, any previous reprimand or disciplinary action shall be removed

rom the record, and shall not be considered thercafter for any
purpose whatgsoegver.

I, ACCHESS 0 RILES

Tach employes shall have the right to inspret hls own
personnel ile kept by Employ-KEx,

ARTICLE V

GRIEVANCE PROCEDURE
A. DEFINTTION

A pgricvance 1s .a complaint relating to a violation of this
Manual. : -

1. NO REPRISAL

ALl employces are assured unobstructed communication with
respeet Lo grievances without fear of reprisal.

¢. PROCEDURE

Grievances shall be presented and adjusted in accordance
with the followlug procedures.

The cmployee with a grilevance must first discuss the
mabter with his lmmediate supervisor, with the objectlve of
tesoiving the matter informally. }

Step 1. In the event the matter ig not resolved informally,
the problen, stated in wrlting, shall be submitted in the form of
n prievance, Lo the Executive Director or his designee with a copy
Lo the employee's immediate supervisor, within ten (10) consecutive
working dnys Collowing the act or condition which is the basis of
Lhe grilvvance. After such 1s submitted, it may be informally dis-
cussed with the Executlive Director or hls designee.

Within Flve (5) consecutive working days after recelving
the prievance, the BExoecublve Director shall state his decision in
welting, tognther with the supporting reasons, and shall furnish
one copy Lo Lhe employee, 1f any, who lodged the grievance.
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Step 2, Within Pive (H) days af-wor receliving the decision
of the MWzecubive Director, wne employes rzay appeal the decision in
velting to the Personnsl Committee of' the Board of Directors of
EmpLoy-~Ex which shall give the employees an opporbtunity to be heard
within seven (7) days after delivery of the appeal and shall
communleats jts recommendation in writing, together with the support-
ing reasons, Lo the employez within ten (10) days after delivery

or hz2aring ot the appeal, whichevsr is later. If the recommenda-
tion Ls adverse to the decision of the Ezecutive Director, he may

elther acgulesce in faver of the recommsndation, or he may adhere
to his orlglnal decision.

Step 3. If the employee 1ls dissatisficd wlth the recom-
mendation of the FPersonnel Committee, or the {inal actlion of the
Exocutive Director, the employee may, within ten (L0) days, give
notice of intent to submlt the dispute to the Employ-Ex Board of
Directors for [{inal dispositlon of hils grievance.

D, NO LOSS OF PAY

Plscussions and grievances involving the terms of this
Monual may be conducted during the normal working day without 10ss
of pay to the employee(s).

K. GRTEVANCES NOT RECORDED

Orfieinl grlevances filed by any employee under the
rrievance procedure as outlined in the Manual shall not be ploaced
in the personnel file of the employee; nor shall such grievance
becomz a part of any other file or record which is utilized in

the promotlion process, nor shall 1t be used in any recommendation
for joh placenent.,

¥. PAILUKE TO COMMUNICATE

Fatlure at any step of this procedure of Enploy-Ex time
limits shall constitute allowance of the grievance as presented.
fhe cuse will be cloged and all records thereof removed from the
file(s) of the cmployee(s) involved.

Fatlure at any step of this procedure by the aggrieved
cuployee(s) to pursue the grlevance within the specified time limits
constitute dlsmlssal of the grievance as presented, and a waiver

of the right of the aggrieved employee(s) to initiate the grievance
apain as presoented.
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G. DAY DEIIHED

Tho tilme Linlts herein seb fortn apply to business days,
crelusive of Saturdays, Sundays and holidays.

ARTICLE VI
A. PAY DETERMINATION AND PROCEDURES

L. Pay qugg Employ-Ex pay scales are establlished by grant
prioceedure under the JHJLiPtiVL of the Board of Directors and its
xeontlive Director. Wage levels will be comparable to average wazxes
currently pald in the cmmmunity using Denver Career Service Authority

recommendations as a puldelline, as Tunding permits. (

2. Mork Week: The normal work week is 40 hours and extends ]
f'rom mldniﬁht Sunday to midnight the following Sunday. The normal ~
work schedule is from8:00 a.m. to 5:00 a.m. Monday through Friday ‘
with one hour off for lunch except an otherwise authorized by the
Fxeculive Dipeetor or hlsg designee., Schodules of employees may be |
viterded Lo meet necessary regqulrements and conditions and employees

mry be called on rrom time-to-time to work beyond regular work hours

urdder special clreumstances so designated by the Executive Director

L. Distribubion of Checks: Checks will be distributed through
the supupvisors, who will be responsible for personally delivering
thao chtuym to the employees under thelr jurisdicetion. An employec
abuent on payday will have hig check until he returns, unless other
arrangensnbs are magde with his supervisor, or with the Employ-Ex
Pigeal OPfilcer. In no event may one enployee other than a supervisor,
plcek up another employee’s check without presenting written authoriza-
tion Lo do so. No provisions are avallable for advance payments, other
than travel advances, without authorizagtlon by the Executive Director.
No provisions are avallable for advance paJments on time checks.

., Payroll Deducticn Payroll deductions will be those
quuirod hy law and those authori?cd by the employee. These deduc-
Lions will tnelude, bubt will not be limited to : Federal With-
hqlding Tax, Sucial Securlty and State Withholding Tax.

B, SALARY INCREAJES

1. Coul of Living Inerease: ALl salaries and pay scales
ghiall De nnczgaqu ‘effective January 1, of each year, by the same
spount. recommanded to the Career Service Hoard by the City Personnzl
Direcbor, for that rlscal year and adopted by the City. That recon-
mepciation, which s generally made in the preceding autumn, will keep
all saluarles ad geales up to the prevalling rates in the community.
such inepeanes are subject to the avallability of funds.
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?. Merit Pay Increase: As an Q”WLOJQP'“ length of service in
hin position increases, it 1% expucted that his value in the positio
will increase. 1f the employee's value iln the position increases,

el he consintently meets required standards of performance, recog-
nlniun 15 pranted the employee by means of an increase in pay. Such
an Lneregse shall not cxcepd 4% of the employee's salary at the time
of the Increase up to the maximum designated for his position. There-
after, he shall only recelve cost-of-living.

(a) Fligibility Date: The date on which an employee shall
be considered eligible for merit pay increase shall be determined
as Follows:

1. He shall have completed a three-month probation-
ary period prior to his first increase. This
inarease shall be limlted to 209 total maximum

increases in salapry over the preceding l2-month
period.

2. ALl gubsequent increases shall not occur more
frequently than once e¢very 12 months. The time
between increases might exceed 172 months,
depending upon the employee's Performance Ratbt-
ings.,

(v) Bffective Date: The eflective date of a merit pay
ineprease shall be nof earlier than the beginning of the payroll
period following the eliglbility date.  The persannel action form
and altached cuployee performance report [orm-ghall be submitted
to the Fiseal Office at least ten (L0) calendar days prior to the
effective date.

3. Layoffs and Voluntary Terminations: Employ-Ex
1o noll an uryanifablon which offers a great degree of secuvrity.
Tt is funded annually and is designed to be a relatively shorg-
ranpge program.  Employ-Ex will endeavor to provide advance infore-
mat ton on any program phase-out which might affccet an employee's
joh. Hvery effort will be made to secure other employment for
personnel who have to be lald off. Layoffs will be determined by
Tenglth off service and performance ratings.

Employees who plan to terminate voluntarily are
asked to provide the immediate supervisor wlth two weeks notice
to atlow for adeuate replacement.,

i, 8ervice Record: A permanent employce's service
vecord becomes effective immediately after completion of his pro-

Lt lonary perlod and dates from the beginning of his last con-
Linuouy employmoent.,

Group IV, Section D
. 8w




ARTICLE VT (Continued) PAGE ©

The pueprvice record will be consideored unbrohen unless
he recipan, s discharged Por cause, falls Lo resune vork at tLhe
capiration of a leave of absence or extension therceof, or he 18
laid ol and not recalled to work within six (6) months.

When an employee is lald off and fails to report
within ten (10) days after the date of mailing of a registered
lebber of recall directed to his last address of record, he is
considered to have resigned.

5. Breaks in Service: Vhen an omployee terminates
his cmploymont with Employ-5x by cholce, and is subsequently re-
hired, he will not receilve service credib for priovr employment.

&. Tenure. Every regular employee will normally
contbinue in the service of Employ-Ex provided that he performs

satisfactory work and the employment po ition occupied continues
to oxist,

7. Termination [or Cause: An empToyep may bhe term-
inated at any time for cause. Lxamples of causec aro: (2) con-
vietions of o crie, (b) misconduct on the job, (c) use of liguor,
narcotics or halluelnatory drugs on the job, (d) failure to report
Lo work withont proper notification of supervisor(s) unless ver-
ified energeney situation prohibits, (e¢) failure to perform work
santlslactorily, (f) abuse of safety rules, (g) theft or dishonesty,
(h) insubordination, (1) abuse of sick leave, (j) any conduct
deLterimental to the progran.

An employee may be given a verbal or vritten
warning.  Verbal warnings should be noted in employee's personnel
Folder. Supervisors should call warnings to the attention of the
mxecutive Director. 4

Supervisors may recommend suspension or termina-
tion of the employee to the Executive Dlirector. The Executive
Director, upon review of the facts and circumstances and applica-
tion ol Emnploy-~Ex policies may determine to terminate the employee,
suspend him or return him to work with or without reprimand.

The employee may file an appeal of dismissal within
ten (LO) working days and ask for a review by the Employ-Ex
Hoard of Directors or a commlitbtee appointed by it.

8. Indefinite Suspenslon: An employee legally
chaovped with committimg g felony or misdemeanor involving moral
Lturpitwde may be placed on indefinite suspension without pay.

I the charges are dismissed or the employre is found not guilty
in a court of law, he will be restored to full employment status
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with pay for the perlod of suspension. If tna employee is found

guilly, he is dismissed by Employ-Ex without pay Crom the date of
suspenslon.

9. Clearance: Employees, who Far any reasaon other
than death, leave the service of Employ~Ex must complete a clear—
ance sheet before receiving a final payroll settlement.

C. TEMPORARY CHANGE OF POSITIONS

Any person placed temporarily in a position with a higher
wage seale than that of his, regular position shall receive the pay
of the poaltion to which he is assigned after a period of ten (10)
working days. Should a person, however, be placed in a position
with o lower wage scale, he shall receive his regular wages
unless such placement results from disciplinary action. Payment
of the hipher wages shall take effepi automatically whenever
walvers Lrom Lhe funding agency are not required. Whenever a
walver ls required, it shall be requested and the employee shall be
adviged that he will receive the higher salary only upon author-
lzation from the Cunding agency

v

D, TRAVEL EXPENSE AND PER DIEM ALLOWANCES :

Phe following forms will be used to account for travel and
per diem: : L -

Request. and Authorlzation of Official Travel
Out of Town Expense Statement
Daily Trips Sheet and Monthly Summary

Computatlion of reimbursable travel expenses will be in
accordance with Standardized Government Travel Regulations, as
revised March 1, 1965. In general, they are as follows:

1. Travel by per&onal auto to reimbursement at the rate
as allowed by funding agencies.,

Reimbursement for out-~of-town travel by personal auto
will not exceed the Lourist alr fare, Out-of-town travel by public
carricr wlll be relmbursed at the actual cost incurred. Travel by
personal auto will be supported by a Daily Trip Sheet and Monthly
summary approved by the employee's immediate supervisor and cert-
Ified by both the employee and the supervisor. Travel by public
carrlier will be supported by a ticket copy or receipt.

2. Per dlems vary depending upon whether lodging is in-
cluded or not, and are only appllicable to out-olf-town travel:

Group IV, Section D
-~ 10 -




REPTCLE VI (Cont inued) ‘ PAGE 11

(a) Current grant puidelings will be used to determine
seochod of per diem pay and specific items to be reimbursed.

3. Expenses incurred for entertainment of others is reim—
bursable at actual cost Incurred. Any personal expenses incurred
should be deducted from the recelpt obtained since (1) personal
expenses [for meals are reimbursable through per diems, and
() Yersonal expenses [or other entertainment are generally not
relwbursable.  Expenses for enbtertalnment must be approved in
advanee by Lhe Feecubtive Director or his designece. The recelpt for
ent.ertatnment must be turned dn for reimbursement, showing the
deduction foe personal costs Incurred. Also the following infor-
wmation musat be furnished:

(a) Type of entertainment

(L) Dabte of entertainment

(¢) Place of entertainment

(d) Who was entertained (name and title)
(e) Business purpose of entertainment

. Tneidental expenses (taxls, tip&, ete.) ol a business
nature will be relmbursed for actual and reasonable costs incurred,
verlticd by reclipt whenever posslble. .

Out-of-town travel must be approved in advance by the
Fxecutlve Divector or his deslignee,

Forms properly prepared and approved, should be submitted
to tho Fiscal Offlcer for reimbursemecnt. Relmbursement will be
macda only on the second payday of the month. 1If a travel advance
iz needed, It wmay be obtained by submitting a properly approved
"Request and Authorization of Offlcial Travel."

All out-of-town Travel and all entertalnment shall be
recorded on an out-of-town expense sheet. Mileape expense sheets
shall be turned in with mileage covered during the previous calendar
monbth.  Helmbursement for this mileage shall be paid out the second
payday of the month. ALL mlleage whieh 1s not submitted on the
firgt of the month as required shall be forfelted,

Personnel returning rom travel status, whether on
advanee travel expense or travel expense to be relmbursed, will turn
in to the Fiscal Officer all vouchers, claims and supporting expense
documents within one (1) week of return.

ARTICLE VII

VORKING CONDITTONS
A. JOB CLASSIFICATION

1. The duties of each employee shall be contained within his
ovwn particular job title set forth in the summary job descriptions.
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2. Whenever comparapdle jobs and c¢lassifications exist in
the CLty and County of Denver, these job descriptions and salary
seales shall compare compebitively 1n terms of the functions and
quallfications expected of the employee.

3. Tn case of a vacancy which cannot be filled immedlately
becauge of procedures outlined In this Manual, responsibilities
may be reasslgned while a replacement is being recruited.

i. HOURS OF WORK

The normal work week will be Monday through Friday from
8:00 a.m. Lo 5:00 p.m., with one hour for lunch and 15 minutes 1in
the worning and 195 minutes in the afternoon for rest break, except
a5 otherwise authorized by the Executive Director. BEmployces
may be called upon from time-to-time to vork beyond the normal
work hours as determined by the Execublve Director.

ARTICLE VIII
LEAVE,

Leave is any authorized absence during regularly scheduiced
work hours that has been approved by proper authority. The follow-
ing types of leave are officially established and shall be in effect.

A. SLCKE LEAVE

1. Bick leave shall be granted an employee who is unable to
work due Lo 1llness or injury, or medical, dental or optical
Adiagnosls or treatment, to be acerued at the rate of ten (10) hours
per month. It 1is understood that- in the event of extenuating
clreumstancoes, Employ-Ex, at the request of the employee, may
grant additlonal leave beyond the amount accrued. Such additional
jeave would only be compensated to the extent that vacation leave
actually accrued might replace it. The period of additional sick
leave shall not exceed a period of six (6) months, and its
gxpanatlon shall be placed in wrliting.

2. 8ick leave shall be credited to regular full-time employees
al o rate of ten (10) hours per month of service. It shall be
crodited as Follows for such employees working less than full-
time (B0 hours per veek) over a calendar month.

3. Siek leave with pay may be granted in accordance with
the fallovwing provisions:

(a) The employes, upan his return to duty, shall sub-
mit a Lleave form.
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(h) the enployvee ahsent [row dnuy tor more than three days

vt ittt o hes return a ledve form and a medlgwl slip from his
Attewding physaoran.

(¢) The employee or a member of his household shall notify
hin supervisor within two {2) hours of his usual reporting time of any
pliness which would prevent his work performance. T1f the employee fails
to nobtity his supervisor, except n extremely unusual circumstances,
there Shall be reanon for not granting sick leave.

4, There shall be oo limit to the amount of sick leave accrued

by the employee. I sick leave is unused at the time of terminating
the ecaployee shuall receive payment, if funding permits, for unused sick
ledve based on longevity of employment in the corporation; as follows:

up to one year: none '

one to two years: 50% of £ull benefits

two years oc more: 100% benefits (not to exceed 240 hours)
Flexabhitity muy be exercised at the discration of the Lxecutive Director
within the ramework and up te 240 hour 1LmL1 Payments exceedinp that
Limit will require Board appraval. .

h.  An cmployee may be granted a four-duy leave of absence in the
cvent _of o death of a2 husband, wife, mother, father, child, brother or
sistoer,. Qo the occasion of the death of any other relative, including a
rplnrivg by marriage, an omployee may be granted a one-day leave of
absoncoe;g nrn:ldl“{ huwuvvr, in the case of extenudljng circumstances

for o leave of absence nol to exceed four days, at the discretion of the
execut ive Dlrvector.

CBL COURT LEAVH:

An cmployee who is required to seérve as a witness or juror in
a Federal, State or Municipal Court, or as a litigant in a case resulting
directly from the discharge of his dutlcs as a full~-time employee, shall
be granted court leave with full pay to serve in that capacity, provmded
however, that when the cemployee is testifying in litigation to which he
iv a party, he shall not be granted court leave but may use vacation
leave, or be granted leave w;thout pay for the length of such services.

An employae who is called for w;tness or jury duty shall cxhi-
bit to hiv supervisor the summons or subpogna from the court.

. COMPENSATORY LEAVE:

Compensatory time accumulated up to May 1, 1974, must be taken
before January 1, 1970. Compensatory time is abolished as of May 1, 1974.

. i
D.  OFFLCLAL LEAVE:

An employee may be granted official leave with pay for the

following purposes: to participate in meeting 1n$t1tuteu, examinations,
md other activivies directly related to his work
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¥o. MILLITARY TRAINING LEAVE:

Any vegular employee shall be grantad one fifteen (15)
calendar day perlod of leave and in addition thereto, necessary
travel bime not to exceed four (U) calendar days For the purpose
of attending an anrmual militavy training encampment with the
United States Covernment or political subdivision thereof.

Tf£, for that perlod of leave, the total pay recelived for
the milltary tralning exceeds the pay that would be earned by the
employes, such leave shall be without pay. If the military pay
recelved 1s legs than the pay he would earn for the period of leavsa,

Employ~Ex shall pay the employee the difierence between his military
pay and his regular pay.

I, LEAVE WITHOUT PAY POLICY:

Leave of ahsence without pay for a specifled ftime not to
exceed oix (6) months may be granted by the Executive Divector or
his desiguee to an employee who 1s a permanent stalf member for
good and sufficlent cause, and may be extended beyond six (6)
months. An employee returning from a leave of absence without pay
retalng the senlopity status, attainad prior to hisg taking 1eave.

Lrrave without pay shall be subject to the following
provisions:?

Y. AL the explration of leave without pay, the employee

shall have the opportunity te bid for any job opening in the agenc'
for whilch he is gualified.

2. Vacation and sick leave credit% gshall not be earned
during leave withoubt pay. ‘

3. An employee on leave without pay shall notify Employ-Ex
fn wrlting two weeks prior to his anticipated return indicating that

he wishes to apply for any Jjob apenings for which he might be guali-
fled.

mploy-Ex shall promptly advise the employee of all openings
which are avallable.

1 the employee desires to terminate his leave of absence at
an carltier date Lhan initlally antlcipated, he shall have the option
of notifying BErnploy-kEx of such Intent to apply for a position, at
that L ime,

Fallure of the employee to notify Employ~Ex two (2) weeks
prior Lo the expiration of the leave of absence of his intention to
roturn, shall be consldered a resignation.
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G, BATERWLTY LEAVE:

A fumaly emnployee who has achieved pormanent status may be
pranted 1 leave of absence without pay due to pregnancy. The
foave will not exceed 60 days alter the birth of the ehild. Such
leave will begln ofter all vacatlon time, sick leave and compensa-
ary Lime have heen exhausted. The supervisor may request that
hee employee take maternity leave it her condltion appears to be
aticcting her ¢fficlency, I the employee refuses this request,
Ehe supspevigsor can require assignment to an available job upon
return Lo work will be at the diseretion of the divislon head. No
guatiantos can be given that she ¢an return to the same job or
positlion from which she took leave.

.
£
L.

. ADMINISTRATIVE LEAVE:

A pernanent eunployee may request or be placed on adminis-
Lrallve leave without pay under ceptain conditions that may be
determined by the Fxzecutlve Director. During this leave period the
eiployes relingulshes hile rdghts to promotlon or transfer within
tho organization., Notification of leave or return form leave must
be piven 10 days prlor to the effective date.

Lo OPRCIAL LEAVE:

e Bxecutlve Dirvector may, at his discretion, grant special
Leave Lo pErnanent employees to perform other duties that he decws
Lo be of sulllTeiont importance and value to the community and/or
Fmploy-Bx.  These leaves may be with or without pay depending upon
the cireoumstaneces involved. '

1. PROCRDURE FOR REQUESTING LEAVE:

for oll leaves except sick leave, a written reqguest indica-
ting the kind of leave, duration, and dates of departure and return
mist be approved prior to the taking of the leave. In the case of
slcek leave, the form authorizing the leave shall be completed and
sahmitted for approval immediately upon the ‘employee's rebturn to
duty. Unless an absence 1s substantiated by an Authorization for
Leave and approved by the supervisor, an employee shall not be paid
for any nbsence from scheduled work hours.

K. QUERTLIME

Time cxceoding 40 hours per week is consldered overtime.
ALL overtime must have the advance approval of the Executive Director.
Any overlime worked mast be elther used in the same week incurred or
comrpensiabed in enshoab the rate of time and one half the regular
steatpht time hourly rate. Qvertime applies to all employees except
Lhose whose satary is $L0,416 or more per year,
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. ommmicLE I,
VACATIONS AND HOLIDAYS =~
A. VACATIONS e e L

Reghlar full~tima:employaaa’shall agerue vacation .leave

at a rate of  ten (10) nours per menth, They shall not be eliglble

to take vacatlon leave uptil they have completed silx (6) months of
satisfactaory service. However, in case of an emergency during the
first six (6) months of employment, leave may be granted by Einp Loy~
v and charged against vacatlon leave.

Yor a calendar month in which such employeces are paid for
less than the full standard hours (U0 hours per week) including paid
leave, vacatlon leave $hall»bqjc?ediﬁed;as,follaws:

__ACCRUED VACGATION

TOTAL HOURS WORKED , |
o ©_ LEAVE (HOURS)

TN ONE_MONTH

150-180 oo 1
120149 8 SRR S
90119
£0-~89
30-59
LESS THAN 30

ON OO

The maximum nuidber of hour of vaction leave which an employee

ahall be allowed to accrue is 200, All vapgation leave in excess ofl
500 hours shall be forfeited. Employees will be encouraged to take
s vacatlon every year. R o

Requests Tor vacatien‘sball‘békgubmitted to and approved by

the Fxecutive Director or hiSfdesigﬂgg“*z

deast thirty (30) days in
advance. o L el ,

Tf vacation leave is unused at thé time of terminatlon,

the employee shall receive pay of this'bimgs provided he has completed

six months of service In Employ~Ex, Inc. ~
B. HOLIDAYS:

The following holidays will be observed by Bmploy-Ex:

1. New Year's Day (January 1)

2, Washington's Birthday (February 22)

3. Memorial Day (May 30)

li. Tndependence Day (July H) v

5, Labor Day (First Menday in September)

€. Geperal Blection Day (Tuesday following the first
Monday in November in even-numbered years).

t. Veteran's Day (Movember 11)

Group IV, Section D
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RRYECLE TX (Continued) , ; ‘ PAGE LY

8. Thxnc»btving Day
g, Cnristmas Day. (Decembmr 3))

Por a week in which a holiday occurs on a Saturday, the
Priday precedling the hollday shall be observed. VWhen a holiday falls
on A Sunday, it shall be observed on lMonday.

Should a hollday fall during the employee’'s vacatlion, an
addivional day's vacation will be due and may be taken in conjunc-
tion with the regular vacatbion, Any work periorm@d on these holil-
days shall be ab the overtime rate. ‘

Religious or othey helidays not observed by Employ-Ex may-be
granted in accordance with ﬁhe rule gOVerning leave. -

ARTICLE X
HLALTH BFNEFITS

Group Medleal Insurance. Fmpioymrx agrees to pay on behalfl of
cach employee an amount agreed upon by the funding agency during the
grant in effect to apply to tha cost of Ccmprehenslve Health Family
plan. ‘

In the event that an employee has outside medical coverage
with Lhe same company that sponsors the Employ-Ex group plan, he will
he pelmbursed the full amount of the health insurance benefit. An
employee that has outslde coverage with a company other than sponsors
the Employ-Ex group plan will be reimbursed the amounb of the health
inaurance benefilt less 29%. A

Group LV, Section D
- 17 -




EMPLOY-EX SOURCE BODK - -

 OBTAINING PROGRAM FUNDS

GROUP TV
“Section £



b s by SR gl i s i e g o

Obtaining Program Funds

Typically, the first thing done toward getting a grant is to write
the proposal, We found this to be a mistake--a good way to waste time
barking up the wrong tree. While we don't claim-a panacea for getting
grant. monies, we've learned that following these steps can increase the

Fikelihood of funding, and ensure greater economy of effort:

1. Unfartunately, getting a program fﬁnded depends a great deal on
being in the right place at the right time. The more contacts made in
Lhe community--particularly the criminal justice community~~theygreater
one's chance of being in that right place and time, Through efforts to
enlist community support, one can--at the same time--test the feasibility
of an idea's succeeding in the community. If responses are consistently
negative, here's a good time to find out why, and whether the negatives
can be modified to win support.

Who 1s the leadership in the community? Who most affects what happens

to the target population you wish to serve? Is there a demonstrated need

for the type of program you propose? Emp?oyéEx established working relation-

ships with parole, probation, institutiong,'the court system, law enforce-
ment, the Chamber of Commerce, the local office of the National Alliance
af bBusines.men, Yabor, welfare and other social service agencies. While
otherys followed, e.g, vocational and educational institutions, the above
were basic Lo the enlisting of community support in the Denver metropolitan
ared.

2. Only after the community's temperature was taken, and supportive-

ness assured, are funding sources lTooked at. The Law Enforcement Assistance

Group IV, Section £
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Administration (LLAA) 1s probably the most 1ikely source of initial funding
for this kind of program. The Department of Labor's Comprehensive

Employment and Training Act (CETA) is another, having a national capability
for, and emphasis on, ex-offender employment. Unlike LEAA, which generally
requires 10% local match money, CETA doesn't always require match monies.
Foundations are seldom as accessible as government agencies but should

not therefare be overlooked since location could have something to do with
the success or failure of gaining foundation support. The foundation is per-
haps more likely to fund a demonstration--one-shot, short-term--project.

(The disadvantage of this is the damage done in raising the expectations of
the target population, only to shut down after the year is up, and
disillusion many people. In this case, attempts should be made to institute
such a program in an existing agency.) After examining all the possibilities,
including some others you may be aware of, one or two sources may be

selected as possible funding sources,

3. Read the guidelines carefully of those agencies from which funds
wilf be sought, to Tearn whether match monies are required, and their
roporting requirements, While LEAA and other government agencies have been
critigized for the many stipulations attached to grant monies, we have had
few problems with LEAA and a great deal of management flexibility. Indeed,
dgecountability requirements are as helpful to the project as they are to
the tfundiny agency, since they force the project to spend wisely and
innovalively to bring the desired results., Accountability is a valuable
parl of the check-and-balance system that keeps the objectives ever in sight.

4. Veeping guidelines in mind, we next write an idea piece, a brief

summary of what we hope to accomplish.
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The idea piece should take no more than 3 to S double-spaced
pages, and should represent a 12-month program.

5. Sybmit the idea piece to either the funding source or--if match
morey is required--to that agency from whom you are soliciting the match.
The best place to get match is from the institution from whom you hope to
get pevmanent future funding after grant funds are withdrawn. If, for
example, most of the target population consists of parolees, the parent
parole agency (varying from state to state) would be the logical source of
match monies.

6. If the idea piece meets with favorab]é response, consult with
the souvce about a proposal, and write the proposal based on information
omerging from consu1tationg making sure all points of disagreement are
nequliated as the proposal is being written. This close coordination
avolds wasted fime and delay in submission. The proposal should satisfy
all requirements of both grantor and grantee.

/. Once match monies are assured, the proposal may be submitted to
the federal funding agency, making sure all inteérested agencies are kept
ahreast of developments through copies of either the summary or full
proposal. |

#.  The first year of funding may be considered the demonstration year,
whon the project is on trial, A1l activities are geared to demonstration
of project capability to meet its goals and objectives.

9. Continuation depends on how successfully activities are documented.

je vertain Lo utilize simplified reporting methods.
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10. Once grant continuation is assured, the focus of all activities
is shifted toward anchoring these services to the system, while expanding
the quantity of services and refining service delivery. Since grant funds
have a time limitation, it is necessary that every effort is made at this
point, to make community-based services an integral part of the corrections
scone,  When the services fill a community need (when the project does what
it has contracted to do), project credibility and integration into the
crinanal Justice system becomes a reality. This, and good documentation
assures, more than anything, a permanent place in the community.

At this point, Euploy-Ex is at Step No. 9. Operating with three
different continuation funding sources, the project is engaged in the fiscal
nightmare known as multi-funding. When regulations forbid commingling of
funds, the additional fiscal time must be built into each grant. Of course,
nvernead costs shared between grants, and the direct program and fiscal
bepefits which emarge from common obﬂectfves among varied grants, can be
worthwhile. At one time, for example, we wére able to meet the "bare bones"
requirement by designing two proposals simultaneonusly and dividing personnel
time, yiving two grants half of a full-time job developer. A 20% -plus overhead
allowance is, we believe, justifiable wherz many indirect services have a
divect impact on participant services., For exampie, a speaking engageinent
by project management at a businessman's luncheon is, in effect, job develop-
ment, and needs to be recognized as such.

1T, Comunity-based corrections is still a novel approach to many
fegisiators and State personnel. Political considerations and the hard-
Hine approach emanating from a frightened citizenry cannot be ignored or

argued away. Qur approach is low-key, non-argumentative and non-judgmental.
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We provide facts rather than'guesses, and continue to focus on growth
rather than survival, knowing survival will depend in large part on the

continued development and refinement of the pfogram,
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