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I NTROD! len ON 

A. Back~]round 

As part of its National Evaluation Program, the Law Enforcement Assistance 
Administration's National Institute of Law Enforcement and Crimiral Justice 
has commissioned a study of community-based proqrams providiny, employment 
services to prison releasees. The second stage of the study, description 
of proaram operations, concluded with a report presenting analyses of 
fifteen employment services programs. 

These analyses were the result of site visits to the proqrams by one or 
two Lazar staff members, who usually spent two days interviewing the 
program director, staff, criminal justice and employment service system 
representatives, and personnel from local busines~es. 

In the course of conducting the fifteen site visits and collecting infor­
mation about program operations, a wide range of program materials were 
qathered. These included materials programs utilize during the entire 
process of vocational service provision. Steps in that process usually 
include: 

• client vocational assessment; 

• job readiness training; 

• job seeking skills training; 

s job development and placement; and 

• follow-up after job placement. 

This volume presents selected materials collected during the employment 
service program analysis. These materials may b~ of value to other 
programs providing employment services to prison releasees and other 
ex-offenders. 

B. Contents of This Report 

The followin9 appendices are presented in order of the employment develop­
ment pr.ocess, from client assessment to job placement to evaluation of 
program efforts. All materials are identified by the name and location 
of the program utilizing them and brief descriptions of their purpose. 

Appendix A pres~nts materials used by Project H.I.R.E. in Minneapolis, 
t1innesota, to assess client career interests and potential. To determine 
what clients want from a job, counselors ask clients to rate a number of 
factors that usually affect the amount of satisfaction people receive 
from jobs. Clients are also asked to rate the kinds of work relationships 
they would find most challenging and the factors companies consider in 
hiring employees. These ratings help counselors understand client 
perceptions about the world of work and assess the client1s work potential. 
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The first appendix also includes u Career Education Assessment Checklist. 
This list presents a number of factors to be considered bv a counselor 
in the process of employment planning with the client. Topics covered 
include: 

• determining the nature of the problem; 

• determi n i nq c 1 i eilt needs; 

• determining employment needs; 

• clarifying priorities and problem areas; 

• e~tablishing an employment action plan; and 

• establishing an alternative action plan. 

A Client Career Planning Form is attached to this checklist. 

Job readiness materials are presented in Apoendices Band C. Appendix B 
is a job readiness test used by the Parole Rehabilitation Employment 
Program (PREP) in Columbus, Ohio. PREP c1)nsists of a two-week job prepa­
ration workshop followed by job developmEnt and plar,ement activities, 
This job readiness test is administered t~ clients both at the beginning 
and conclusion of the classroom sessions a$ a means of measuring client 
progress. The test is comoosed of statements about completing an employ­
ment app1ication, preparing for a job interview, actions during an interview, 
problems on the job, and issues involved in changing jobs. Clients note 
whether they believe each statement to be true or false by marking "Yes" 
or IINo lI in appropriate places. 

A job readiness checklist is shown in Appendix C. This list, employed 
by staff at the Community Correctional Services Project of the Sixteenth 
Judicial Circuit in Geneva, Illinois, is reviewed by career developers 
and clients before clients are referred for each job interview. Thorough 
review of the checklist usually takes one hour, and it assures both 
counselor and client that the latter is aware of all important considera­
tions at the time of referral to the interview. Topics reviewed include 
completing the application, material to bring to the job interview, and 
appearance and deportment during the interview. 

Job seeking skills materials are presented in Appendices O-G. These 
are utilized after a client is considered job-ready and is beginning a 
job search. 

Appendix 0 presents selected materials from the Job Seeking Skills Work­
book distributed to clients of the Columbus, Ohio PREP program. The 
program, as previously mentioned, focuses on job preparation training. 
The staff review with clients such topics as personal attitudes toward 
work, how to look for a job, how to retain a job) and how to achieve 
upward job mobility. The appendix includes a checklist of attributes an 
employer seeks in an applicant and methods by which the applicant can 
indicate possession of those attributes, a list of required job seeking 
skill abilities, instructions on preparing an application letter, a 
sample application letter and resume and advice on making an appointment 
for an interview. . 
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Appendix E is a hand-outdistributrd to clients by the job seekinq skills clns~ 
instructor at Project H.I.R.E. in Minneanolis. It presents suqgestions 
concerning one of the most difficult aspects of the job search process, 
the ucnld' calL" Sample dialogue is included to illustrate the points 
covered: establishing contact, developing interest, arousinq interest 
and closing the conversation. !\lthouqh the IIcole! callI! to employers is 
difficult, it can be an effective VJilY of securinq a job interv·iew. This 
brief hand-out is designed to help clients improve their technique. 

Additional materials from the H.I.R.E. Job Seekinq Skills Class are 
presented in Appendix F. These inrlude hand-outs·concerninq the employ-
ment application form, the interview and the explanation of potential 
liabilities such as conviction records and drug or alcohol problems. 

Appendix G is a brief wallet reference guide prepared by Science Research 
Associates, Inc., for use by anyone lookinq for a job. Because of its 
brevity and size, it is especially convenient to use. Program clients 
can take it to job interviews and review it immediately preceding the 
interview or while completing the application prior to the interview. 
Althouqh brief, it includes important advice concerninq selecting a job, 
finding job openings, completing an employment application, preparing 
for an employment test, preparing for the job interview, intervievJing, 
and follo"lin~ up on employment applications. 

Job development and placement materials are presented in Appendices H-J. 
These materials are directed at employment services programs· job deve­
lopment ~taff members rather than prooram clients. 

Appendix H is a list of basic suggestions for job developmell and placement 
for ex-offender programs. It was developed by the Louisville, Kentucky 
Clearinghouse for Ex-Offenders and is distributed to all Clearinghouse 
staff members. ClearinQhouse staff find that the list serves as a good 
summary of importallt job development and placement points. 

Appendix I is a job development manual prepared for and used by job deve­
lopers of Employ-Ex, Inc., in Denver, Colorado. The manual is written in 
language specific to EPlploy-Ex but the points made relate to job development 
activities conducted by staff at all emploYPlent services proqrams servinq 
ex-offenders. In most instances, job development is a technique learned 
through experience. Most job developers interviewed at the fifteen sample 
programs found it dHficult to explain I!how ll they perform their functions. 
Additionally, most admitted it is very difficult to train nevI employees 
in job development. Thus the Employ-Ex manual may be of interest to 
many other pro~rams engaged in job development. Topics discussed in the 
manual include: 

• Methods of Job Development 
-Job Development on Referral 
-Preliminary Job Development by Phone 

• Job Cri teri a 

• General Things to Do in Job Development 
-Explanation of Proaram Services 
-Contact Persons 
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• Se11in9 Points to Cover 

• Overcominq Objections 

• Cementing Relationships 

Attached to the procedures manual are samrles of a follow-up letter from 
a job developer to an employer, an empl~yment information form, and a job 
openings data form. 

Appendix J presents a Correctional Job Pool (CJP) form used by the job 
development staff at Project H.I.R.E. This form is completed each time 
a job developer contacts a new employer or performs a follow-up with a 
previously contacted emoloyer. The form provides a brief summary of a 
company's characteristics and needs. Information collected includes: 

Q description of company and products; 

o types of jobs normally available and suitable 
for ex-offenders; 

o experiences with ex-offender employees; 

o prerequisites or requirements for employment; and 

• other information related to job mobility, training 
opportu~ities and available supportive services. 

Appendix K is a work evaluation form used by Assistance to Offenders, Inc. 
(A.T.O.), a supported work program for ex-offenders in Atlanta, Georgia. 
A.T.O. clients work in structured, closely-supervised situations in a 
variety of jobs. They can be promoted to assistant supervisors or super­
visors after exhibiting good work habits and dependability. Supervisors 
are responsible for evaluating all clients working under them on a weekly 
basis and submittino these evaluations to the program's Operations Manager, 
who in turn refers them to the clients' counselors. Aspects of client 
performance evaluated include punctuality, following directions, under­
standing job duties, cooperation, relationships with fellow workers, and 
work attitude. 

Appendices Land t1 relate to data collection and evaluation activities 
whi ch can be conducted by employment servi ce programs serving ex-offendet's. 
Appendix L is a monthly client data form completed by all counselors at 
Project MOR~ located in New Haven, Connecticut. Project MORE staff 
complete both daily log sheets and indiv~ 'Jalized client progress reports 
to document their activities. These are summarized on a client-by-client 
basis on the enclosed forms, vlhich are utlized by the program director 
and assistant director to insure staff accountability and trace client 
participation in the pro~ram. 

Appendix M presents materials concerning a Manaqement by Objectives 
approach util ized by Project H. I.R.E. to assess prog~~am and staff effi­
ciency. Very few programs contacted had established such a system, which 
relates ;~dividual staff objectives and efficiency ratings to overall 
program objectives and program operating efficiency. 
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Each H.I.R.E. staff member has a number of specific objectives related 
to skill development, peer relationships, and accountability. All 
objectives are weiqhted, and expected levels of achievement at'e agreed 
upon. Staff members are rated accordinq to their personal objectives 
each month, and the scores are then used to develop the percent of 
operatinq efficiency of the pro~ram as a whole. 

To illustrate H.I.R.E. IS procedures, Appendix M presents the overall 
program objectives, along with the staff rating system and the evaluation 
designs for job developers and job seeking skills class instructors. 
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APPENDIX A 

Helping Industry Recruit Ex-Offenders (H.I.R.E.) 
Minneapolis, Minnesota 

Client Career Assessment Forms 

These materials are used to assess clients' attitudes toward the 
world of work and to assist program counselors in working with 
the clients to develop career plans. 

The materials include! 

• Job Satisfaction Factor Scale 

o Work ~elationships Satisfaction Scale 

8 Hiring Considerations Factor Scale 

e Career Education Assessment Checklist 

s Client Career Planning Form 
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PRE/POST' ASSeSSMENT 

Date: 
--------------------------

W HAT DO YOU W,l~NT? 

-BCLIENT NM1L: 
----------------------------Counselor: 

------------------------------

People differ in their opinion of what is lmpoTtBnt to ~hern in a job. Plenne, 
indicate I in order of ~)I'tance, the factors you feel will affect the amount 
a f satisfaction you get f:C'Offi your" job. Place a number 1 in front CTf the Factr 
which is most important, a number 2 in front of the factor of nex~ importance 
and so on. Rank number 12, the factor which is the least' important to you. 

Advancement possibilities Understanding1rsatement from 
-Pay recelved """'--supervisor 
-----Comp~ny I can be proud of Security and sense of futUre 
-Clear. understanding of what is --'--Opportunity to apply.my training 
-expected of me -and knOlu-how 
____ Co-workers who are considerate, Doing work I likE 

friendly and competent - flcmefits (e.g., sick benefits, 
Hours of work vaction, free insurance) 

_ Uor-l<.ing conditions (confortable, clean, free of noise, odors) 

I n many companies, there are several vari&d funptions. Each function l'squ'l.1:or 

workers with particular preferences. Indicate in order of importance the tYPE 
of work relationships you feel would prove most sati¥fying and challenging. 
Place number 1 in front of the words thclt best descr~be your feeling and then 
go on to indicate your second, third, fOurth cHoices, etc., through 9. 

WORK WHICH INVOLVES: 

Influencing qthe~ people 
-primarily 

j.Jlorking with hands and do1~g 
--"li1achanical things 

Working with ideas Wh8I'B you 
-can figure out the l~hy" of 

things 
lum-king with business detail 

----(figures, files, records) 

W1LL THe CDMPANY" HIRE ME? 

Emphasis is on working along withou~ 
--supervision 

.Empt1asis is on team work--gl'oup 
.-j'-';accClmplishm8nt 

Emphasis is on working carefully 
-'--supervised 

Emphasis is on variety of neW 
-situations 

Combination of two of the above 
---~(which ones?) 

----------------------

There are many factors tJlich companies Go)1.sid£:lr When hiring people. Indic€lte 
order of impc:rtance wh1 r.h ractors you fe8i1. (.."Ompanies wi 11 consider in you l>lhf1! 

you go for an interview. Place b number l in front of the words tlH:lt best 
deacribe vour feeling, and then go on ooQ indicate your second, third, etc. --Previous working experience 
~ducational background 
-----Where I liV8 

My wqrk skills 

My conviction record 
----R~cial background 
-wnst I want in a job 
~Other (describe): ------------------

~--------------------------,---------
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CAREER [DUCATIOW AS5CSSMENT (3.0) CL1TN1 NAHL: 
----~-----------------{)1 to of l\ssnfl~inllmt: ----------------/\!;GnsSfhont In torViOltlor: -------

)7uCTINOOCl-ciT17ITHLI)[fCIITIDlV ASSrr~1E1n 
3.1 Determine Nature of Problem 

A. Provide Pro-Assessmont 
8. Consider educntionol/training factors 

less than 12th grade functionally illiterate 
---education ---other (describe) 

never been trained ---
-for a job 

C. PrevioU!:3 cmr:::loyment history: (check compl.etoneno of cmplo~merlt 
appli ca tion) 

f). 

E. 

F. 

sporadic employment absenteoism 
'--record --frequently terminated 

never UDrked --work attitudes 
---work habits no visible occupational skil1: 
---other (dG8Cribe) ----------------------
Personal factors: 

alcoholism drug uS8uge/addiction 
---marital situation ---financial situation 
--pt;;rsonal vaJues ' -8.':11.1i ty to get along ud til othl, rs 
--conflict~ng with ---on the jab 

American work ethic mentally handicapped 
physically handicapped ---~orsona: motivation/desire to ~e 

--age, sex, and/or race -emplo\'ed 
=:=other (describe) ________________________________________ __ 

Physical factors: 
-personal 2ppearance 

- needs wor~ clothing ., 
---completelv without 
-funds ' 

Job seeking ~actors: 
personal appearance 

---doesn't handle an 
---employme~t application 

well 

no ~lace to live 
needs special tools Dr equipmr.nt 

---ot~er (describe) -------

doesj't interview well 
--catT't describe saleable work E:xped ence 
-hazy about work record/background 
---~ould use J.S.S. 

___ other Cd~8criba) ______________________________________ __ 

G. Work,ExpectetioMs: 
1. 
2. 
J. 
4. 
5. 
6. 
7. 
8. 

Expected salary range: 
Concern for job with promotional possibilities: 
Concern for certain tvpe of job Dr work field: 
Concern 8bo~t working conditions: 
Concern for specific work hours yr work schedule: 
Concern Por a specific geographical location for a job: 
Special expectations from employer: 
Any othe~ crucial expectations: 
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ASSESSMENT (continued) -10-

3.2 Determine Cliellt·~s N'3Esds 
job at this particular time?" "Why do you f881 in need of C3 

for ~Rily survival satisfy a nesd for a certain salary 
-leVel ---for certain level of 

for a feeling of self-worth ---prestige/status 
---to modify life/work styles or values to beat a rap 

--to yield to external 
pressures 

---other (describe): _____ , ____________ ___ 

Determine Employment Needs 

a. 

b. 

Have client respond to "What do you want when looking for a job?" 
Consider responses when establishing job goals. 
List client job preferences in order of p~iority. If client has no 
preferences, or does not know what he/she wants, indicate UNKNOWN". 

Job Title/Field Priori tv Whv Thi P i it s l' or ;y 

1 

2 
.. _-

I 3 
\ 

-~----- .. --- -- I . f-­
C~Qrlfy Unknown Prioritie;/Problem Areas 
a. If client is unclear about what he/she is looking for, has problem a: 

impacting upon placement status, has no job preferences, or appears to 
be uncertain about sseking employment, the following should be cons~el 
ed prior to and during the establishment of a plan of action, and re­
corded on client worksheet. 
1. Job Seeking Skills 
2. Force Field Analysis---a problem solving process whereby the ellenl 

may be able to arrive at a realistic goal. 
3. Work Alternatives---such as training or advanced education and 

skills upgrading. 
4. Career Education Counseling---re-assess information already gather! 

check problem areas impacting on placement status. Explore with 
the client employment areas or alternatives to employment, to aid 
his/her awareness of skill areas and how and where these skills 

can be applied or improved, in preparation for eventual placement 
This is an on-going process which should be used throughout the 
Development, Placement and Retention process. Other rl3sources 
which may impact on placement status should also be considered. 

b. Once priorities/problems are clarified, either a plan of action for 
employment, should be established. 

3.5 Establish an Employment Action Plan 

a. Conduct the Post-Assessment---to determine any changing client direct 
from pre-assessment and to determine compatibility with stated prior­
ities/goals. 
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I 

. u." tot;.oblish Heolistic £mploymr:nt Goalo: 

Job Ti tle/Field P!,ioritv \JJ,V thi::}. prioritv? 

1 
. 

2 

~ 3 
I 

I c. 'Consider labor market, ,condi tiona by con$ul ting one or more of the 
following-potential resources: 

1.. Job Developer possibili ties---
2... Job Bank possibili ties---

,3. Client contact possibilities---
4. Consult descriptive mate.ri.al, such 813 oa:::t..IPATID.f1JAL ..DLfTJ....DDts..;. ... ')Vrj 

VOL. 1;, or other information avq'Ua1J..Le. 

-

rl~ Consider time parameters. Establish length of time and hopes Df accom 
,'plishment wi thin a specified period of time. 

,'e.. Consider your role With your client, end where appropriate, other roles 
relating to referring source. Deal with personal concerns, issues or 
otherprnblems. , 

-
~. Consider follow-up methods which may De of assistance to the client in 

..achieving-·his/her goals. Explain job placement procedures, expectations 
Describe other servicas -available afte-r placement. 

~ Should the"job goal go unmet within a "spBcified period of tima, what 
alternatives might thij cliEnt consider, if any? 
"PRIORITY 1 JOB ALTERNArIVE: _________________ , __ 

. PRIORITY 2 JOB AL TERNA.TIVE : _________________ _ 

DTHER ALTERNATIVES: 
--~-------------------------------------------------

h. Complete client uorksheet 

i 9' Refer flle to program ~ordinator for status -report 
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FORCE FIELD ANALYSIS 
WORKSHEET 

Client Name: 

Counselor: 
------------------------

--------------------------
Date Prepared~ __________ _ 

RANK RANK 
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AS~SS})ENj (cont.in\:.lBd ) 

3~Establish an AlternBtiveAction Plan {where applicabls0 

b. Establish Realistic Alternative Goals: 

Alternative Title Priority Why this prioTity? 

1 

2 

3 

c. Consirler availability of resources needed to achieve the goal, by 
consulting one or more of the following poi;Elntial resources; 
1. Job Bonk Vocational possibilities---
2_ Consult Descriptive materials---
3. Consult community resources (i.e., MOTA, CEP, VOC/TECH, Education 

facilities, DVR, reDIC), providing services, for information on 
availability of choseD priority and means of attaining the priority 

d. Consider time parameters. Does' the client have a means of sustaining 
him/herself during this t~me? Also, establish a length of time and 
hopes of accomplishment within a specified period of time. 

e. Consider your role with ydur client, and where appropriate, otber roles 
relating to referring source. Deal 'dth personal concerns, issues or 
other ';JL'obl"ems. 

f. Consider follow-up methods ~hich may ,be of assistance to the client in 
achieving his/her goals. Explain placement procedures, expectations. 
Describe other services available after placement. 

g~ Upon completion of the alternative goal, what employment goal might 
the client consider? 

PRIORITY 1 EMPLOYMENT GDAL·:-
-------------------------------------------PRIORITY 2 El"1PLOYMENT GOAL,: 
--------------------------------------.-----OTHER EMPLOYMENT GOALS: 

---------------------------------------------
h. Complete client workshee~ 

i. Refer file to program coordinator for status report 
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ASSESSMENT (3.0) 

THE PLAN FOR SERVICES 
Prepared by: ________________________ _ - H.I.R.E. Counselor: __________________ _ 

Date Established: ______ . ______________ _ 

• 1. POSSIBLE RESOURCES WHICH MIGHT BE HELPFUL 

Nature of Problem Pussible Resources/Resource People -- .. - ' - . - - -~- ... - --._- ,~ 

, 

Educational/Training 
Background 

• -
Previous Employment 

History 

• Personal Concerns I 
-

Physical Concerns 

• Job Seeking Factors 

Other -
z. JOB GOALS AND ALTERNATIVES 

Job Title/Field of Work Priority Alternative 

• 1 

--
2 

• 3 

3. Other Concerns: 

• 
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MAT E R I A L S 
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APPENDIX B 

Parole Rehabilitation and Employment Project 
~PREP) 

Columbus, Ohio 

Job Readiness Test 

This true or false test is utilized to assess the job readiness 
status of program clients. PREP staff use the job readiness 
test results to help distingu~sh clients who are ready to look 
for a job from those who need additional job readiness training. 
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1. High School Diploma. 

2. Good personality. 

3. Job experience. 

~ 1/­
JOB HEI\I.HNE,S:i fEST 

4. Lack of work history. 

5. A record of father's job experiences. 

When asked to complete an employment application: 

6. You should pay much attention to dates for they are 
important .. 

y' 
8. 

Leave as many personal questions unanswered because it is 
really no concern of the employer. 

Don't mention your handicap on the application because you 
know thatif the empIoyer finds out, he will not' hire you. 

w' 

9. Print carefully and answer all questions ~o the best of 
your abi Ii ty J .. 

.; 

O. Try to leave no periods of time in your work history 
unaccounted for. 

When preparing fer a job interyiew you should: 

1. GO out and buy all new clothing. 

Be sure to wear old clothing so the employer will feel 
you really need a job. 

3. See that your present clothing is cleaned and pressed. 

4. Wear colorful and festive clothing, 

Before leaving for the interview you should:: 

5. Clean your tennis shoes. 

6. Take a bath. 

7. Apply lots of makeup or colgne so the employer will 
notice you. 

8. Be sure your hair is combed. 

When preparing for the interview should: 

9. Before going out you should call the employer and ask 
about the salaxy, 

~ z20. Call and ask the employer about fringe benefits. 

YE..S 
n 
( ) 

( ) 

( ) 

( ) 

( ) 

) 

( ) 

( ) 

) 

( ) 

( ) 

) 

( 

( ) 

( ) 

( ) 

( ) 

( ) 

NO 
() 

( 

( 

( ) 

( ) 

( ) 

( ) 

( ) 

) 

( ) 

) 

) 

( 

( ) 

( ) 

( ) 
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21. Call the employer and ask fox an appointment. 

22. Call the cmploye£ ann tell him you arc the man for the job. 

23. WLite the employer statinQ your qualifi~ations and ask for 
an appointment. 

,When 12r cp~ring to 90 on au...intendl?w YO'I ::;ht,)t>.!j.:: 

24. Get to know someone close to the b~ss because this person 
may have pull. 

25. Go to the library and find out about the company's products 
aOO services. 

'26. Call someone in the Personnel Departme::-Jt arrl tell them you 
haven'1 worked for sev~ral years and yo~ really need a jOb. 

27. Call and tell the employer you know a lo,!; of people who will 
buy their products if you are hiLcd. 

28. Inquixe from people you know who already woxk there to find 
out as much as you can about the company~ 

Kl-ten g?ing for the interview you sb:n,ld~ 

29. Bring either your mother, or wife to help you • 

30. Bring two friends with you xor a job £0 they migh~ get a 
job at the same place and be able tb help you. 

31. Discuss the job with your counselor and try to·decide the 
best approach • 

32. prepare an outline of your education and qualif'ications. 

33. Plan on arriving fox your appointment at least 10 minutes 
early. 

34. Plan on arriving at least an hour and half early just to be 
sure. 

35. Be sure to a~ri~e at lea~t a few minutes late so that the 
employex will reali~e yc~ aIe a busy man also. 

36. Tell the receptionist you a~e late because you heard the 
employer nevet keeps his appointments anyway. 

37. Call the day before to ~onfitm yo~X appointment. 

• If you find you ~annot keep your appointment: 

• 

38. Don't call and bothex him because he will understand that you 
did not keep the appointment because you are handicapped. 

39. Write the employer a lettet and tell him you think the job 
might be teo difficult tox YOu •. 

YES On" 
( ) 

) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

, , 
\ I 

( ) 

( ) 

NO 
()" 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

c ) 
( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

) 

( ) 

( ) 

( ) 
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.H). Call the employcx and explain your cixculnetances and ask 
for anothex appointment • 

41. call the employer and ask if he can arrange txanspo:rtation 
fOl: you because you ate handica.pped and don't like to :ride 
the bus. 

42. Go to the employer and apologize fox being late and ask for 
another appointment" 

upon arrival at the place of interview you should: 

43. Take a seat and remain there until someone asks you what 
you want. 

. 44. Approach whoevex seems to be in chaxge and tell them all 
about youx handicap and ask them what t~ey know about a 
job fox you., ' 

45. If Vcu axe told to wait insist that you have an appointment 
and mU:.iJt ~ee him inunediately ox YO:l will leave • 

46. Annou:"tGI:! yourself to the receptionist and tell o:f youx 
appointment and await her instructions. 

While being intexviewed you should,; 

47. Tell the employer that your last employex was vexy unfai:r 
and took advantage of you. 

48. Be sure and look around the xoom while the employer. talks 
to yeu so that he knows you are impressed with his o:f:fice. 

49. 'fell him what you have learned about his company arxl products 
and that you would like to work :for him. 

50. Talk :rapidly so that the employex will not have a chance to 
say no. 

51. plan 0::\ telling him in detail all about yoor ha.ndicap and all 
your serious :financial and domestic troubles y<):2 have had. 

52. Take a ge::mine inteltest in what he says and ask :for the 
(!ppo:rtl.lni ty to wmk :for him. 

A t the close of the interview: 

53. Tell him you have to have immediate decision as to whether 
yoa will get the job. 

54. Ask when do I get paid. 

55. Ask when can I have an advance. 

56. Be s~xe to ask him what time lunch is and how many breaks 
you a:re allowed. 

57. Thank him :for the inte:rview and tell him you will await 
his decision. 

Yr~s NO n r-) 

( ) 

) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 
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YRC; 
1ih.s.a2;L the job and you do not understand directions fully you should: 

.. 58. Ask you~ supervisox. ( 

• 

• 

• 

• 

• 

• 

59. Call a relative or friend for his or her advic~. 

60. Go directly to the top man for hi:! really krlowl.» mere than 
the supervisor. 

61. Ask the fitst person you see. 

62. Contact your rehabilitati~n counselor and ask him. 

63. Qui t yo'~r j':..1b. 

~fter you are on the job~ 

f>4. When you ha'Je woxked several days sho'JI them you mean 
business and ask for a raise. 

15. Don't work teo hard because they ar~ not' paying YOIl much 
anyway_ 

~')(;. Wben you are told to do something you don't like remind 
them you are handicapped and shouldn't be asked to do 
this work. 

( ) 

) 

( ) 

( ) 

( ) 

( ) 

( ) 

( ) 

-")7. Discuss any problems you have found at work with your foreman ( ) 
and ask him for s:.1ggestions. 

:')8. niscu!J9 all your fami ly pxoblems with your co-workers ~nd 
ask fot suggestions. 

I f you. plan to change.-1obs you should: 

69. Analyze tne new oppo~tunity and make sure the neW job 
is tlecu:ted. 

70. Tell no one of your new job and don't repc~t for work at 
youx old job. 

71. Di::;·~:.!s.'l your p::::oposed job change: with a. q~alii'ied employment 
n,-.!.~nGelo:c • 

'r') .-. Tell tlv.: new 9mp!oye:c you £ee1 obli9a.ted.to gi"Je you:\: pxesent 
e!'lploye:t: two weeks' notice. 

Tell YO~.il:t: present employer that if he would give you a raise 
you. would n01: quit. 

'14. Tr.y to (''::lnvince othex dissatisfied workers to make a change 
with you. 

75. Thn';1'k yO:ll: formex employex fox the oppax tur.i ty to have 
wc.:rked fox him and \';-l.sh him well in his business. 

( ) 

, 
) ~ 

( ) 

( ) 
\ 

{ ) 

( ) 

( ) 

( ) 

TOrAL SCORE ____ _ 

NO 

( . 
( 

( \ 

, 

( 
, 
, 

( 
, 

( 

( , 

( '. 
J 

( I . 

( ) 

( ) 

( ) 

, 
J 
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APPENDIX C 

Community Correctional Services for the 
Sixteenth Judicial Circuit 

Geneva, Illinois 

Job Readiness Checklist 

This checklist is utnized by counselors in preparing clients for 
job interviews. It serves to remind counselors to discuss specific 
areas of importance before referring clients to interviews. Topics 
include the application, what to bring to the interview, and inter­
viewin9. Additionally, space is included for the counselor to rate 
the clients· performance during role-playing interviev/s, simulating 
an employment interview situation. . 
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Name: _________________________________ 22_ 

JOB READINES$ CHECKLIST 

Application 
1. Examine the Form 

A. Reading Directions 
B. No Blanks 

2. Complete & Accurate Data 
A. Dates are Important 
B. Address' are too 

3. Saying the most in a few words 

4. References: 
A. Who they are 
B. Where they are 

5. Practice Application(s) 

6. Final Application 

1-
2. 
3. 
4. 
5. 
6. 
7. 
8. 

Social Security Card 
Driver's Licence 

What ,J:2.. Bring 

Final Application 
Certificates, Commendations, 
Transcripts From Training 
No Friends!!' 
Work Samples 
Resume or Listing of Skills 

InterVi(~wing 
1. Appearance - Discussion on physiccl1 aspects of interview 

A. Dress 
B. Grooming 
C. Attending __ --L-._ 

D. Eye Contact 

2. Ho", Yon Sound - Discussion on spo}l:en aspects of interview 
A. Street talk 
B. 'Sinceri ty 
C. Aggressiveness 
D. Performance indicators 

--"'--
E. Positive Attitude 

3. Where You've Been - Discussion on offense 
A. Talking straight 
B. Turn it around 

4. Role Playing Interview 

Critique 

5. Role Playing Interview 

Critique 

Poor 
1 2 

Poor 
1 2 

3 

3 

Great 
4 5 

Great 
4 5 
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APPENDIX 0 

Parole Rehabilitation and Employment Project (PREP) 
Columbus, Ohio 

Job Seeking Skills Workbook Materials 

The PREP program consists primarily of a two-week job preparation 
workshop desiqned to provide clients with skills needed for 
securing and retaining a job. To aid with their instruction, PREP 
staff use a Job Seeking Skills Workbook. The following materials 
are from that workbook: 

" Employment Interview Checklist - Hhat an Employer 
Looks for in His Employees and How the Client Can 
Let Him Know He Has Hhat the Emoloyer is Lookinq for 

• Job Seekinq Skills Checklist 

• Application Letter Instructions 

• Sample Job Application Letter with Resume 

• Instructions in How to Make an Appointment for 
an Interview 

• Waitina Room Etiquette Advice 
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hllf\,!, UOES Till!. l~i\lPLOYEI< I.(XJl\. 

P(ll~ "IN [liS F.i\ll)L()YI~ES'? 

;1C'1 f, confid<:>ncc 1.n all il i ty to do 
t ht") job 

,\n abllit-yto g0l. al':lng ~d1h f~:llow 
. ('mp loy~es 

Kno~lcdye uf the job/company 

D(·p<~ndc1.bil i ty 

-25-
IIUW IX) yO II II ~ r II 11\1 1< NUW 

yOU IlAVE ~1,111\T IIEfS I.CJ")KING HllU 

a. [)cscr'jbe your worl< cxpellenco l'r,l;\t('ll 
to the job 

b. DCSCI'ib(! training or education :~hkh 
pxepaJes you [01 the job 

a. Rp friendly, but not ()\!i.:;'xbeatiog .in 
the intel'viev., 

b. Tell the employer before he 3Fk~ that 
one thing yo~ hBv~ learned frnm work­
ing is how to get alons:; ~ith P('Opl\l 

a. ':n the beC)i.nr~.i:1g .. '[ thp i.rltUl:"j("'.1J 

briefly dl-:!scJ.ibe the job - - - "l 
'\-Jould like to ,\ppl~· lor 1h~ shipp\ng 
teceiving c.lerk pllS.i ti1m. i ha\.'(' h~1!' 

~imilar j~b~ in ~he past and I am 
-'inten::,St>.!.d i'l INOll<j11g Ih!J~.': 

b. Qlles t ions if g0od, l:3 n 1 nd 1.<:a lp you r 
enthusiasm f~)t ",:Hkln~ \\!.th th~! (· .. )m· 
pany. 

I1How many pc(.>plc! would 1 bt:! \\c,r King 
w.L th in th~ bookkc{-'pi1lg dt~pa.t tment?" 

HTI \.'€ used your ti te pumps for a lon( 
time. D;J you make ",ny 'jt.hcr P~ll11PC;?\' 

\11 know many ai..rlil1(~s off(>l paf<s 
privilege6 a~ fringe ben~fits. What 
is you.:: policy'~fI 

!lIn my last jot-· 1 I.Ased .\ BUt'liHlghs 
b~okk(:e['jng mfH .. :tdn~ wtv\! btl'1d d? 
you use h.f'rp.,?!t 

a. Be no t im~' fOl Lhp in tervl(·w 

b. FollLiw th:tough 011 1ht{ !rcall blv:kll 

closing-

* * * * * * * * * * * w * * * * * * * * * * * * * * * * * * * * * * * * * * * * * 
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WHl\T DOES nm EMPLOYE.I~ lOOK 

FOH IN I [IS EMPLOYEES? 

Ability to fit company image on 
and off the job. 

-26-
I lOW DO YOU LET 111M Kf'K)W 

YOU JI/\vE WHAT liE.' S LOOKING FOJ(? 

a. Dress appropriately for the job. 

b. Don't degrade the company's products 
or comment on their polluting pro­
perties at what you consider "bad 
uses." The company probably doesn't 
want its employees picketing them for 
a cleaner environment. 

~ * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * * • 

Few perspnal or environmental 
. problems. 

a. Don't describe problems you have whit 
would not affect your performance on 
the job. 

b. Describe how you compensate for any 
problems you have which do affect 
your job performance. 
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!IOW Mi\NY OF ]'1 JhSr. IIIIN\,'-) llAVE I LEAHNED FIWf\iI JSS? 

f,BlLITY TO EXPLAIN SKILLS 

_~ __ Must use several d~ffex:ent statements to support job choice such as: 
past work experience, related work experience, training, aptitude or 
intelligence, hobbies. 

____ Must describe work !:>kills using names of machines or other technical 
terminology appropriate to the job goals. 

---- Must be able to a.nswer the question, "Why should we hixe YOU?" by 
referring to his sk~lls. 

---- Must supply information about his skills within the first few minutes 
of the interview. 

---- Must be able 'to respond to ambiguous questions as "TeLl. me a Ii ttle 
about yourself,1I by citing woxk skills and abilities. 

ABILITY TO ANSWER PROBLEl'>l QUESTIONS 

----

----

Must be able to explain his answers to all questions on the application 
blank particularly in the areas of physical, emotional hospitalization, 
prison record, po,r job history, little education, age, no experience 
in jop' for which he is applying, etc. 

Answers to questions in these areas must be short and end with a posi-
tive statement ~bout hts being able to do the job. 

If the prOblem is vis .~ble to the interviewer (age, phys ical handicap, 
etc.) the individual 'I::'J;'f. mention it within the first few minutes of 
the interview. 

APPROPRIATE APPEARANCE AND 1'vlANNERI$MS 

----- Must be neat and clean, wearing clothes similar to those worn by peo-
pIe who do the kind Llf work for which he is applying. 

Must maintain good eye contact with the interviewer, muet refrai~ ----- from exhibiting nervous mannerisms. 

ENTHUSIASM FOR WORK 

Must state sometime during the intervi~w that he wants to work or indi­
cate desire to work by asking, e.g., about ove:rtime. 

Must walk in and out of the interview situation btiskly. 

Must have a firm handshake. 

Must ask specific questions about the job. 

Must use a "call back!! closing. 
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LETTER OF i\PPLICAJ TON 

letter of application has several objectives. 1) It should interest the 
rnployer in your qualifications so he will interview you. 2) It should 

l()COmpany either a xes ume ox a completed applica tiO'i blank. 3) It should 
indicate some intexest in the company. 

:Iow TO PREPARE A LETTER OF APPLICATION 

• 'he letter of application should be pxepared very carefully. It can make 

• 

• 

• 

.. 

• 

• 

he diffexence between an employex's passing it on to the personnel office 
~ th a note: "This looks worth a followup" or his quietly depositing yoU): 
(~tter and application in the wastebasket. Here axe some "musts" to obsetve 
n writing your letter: 

1. Whenever possible address your lettex by name to the appropriate 
person in the firm, 

2. Use standard 8!,a" x 11" white good quality bond paper. 

3. Type the letter or have it typed. 

4. Be very careful with spelling and punctuation. Jf you are not 
sure of the spelling or precise meaning of a word, consult the 
dictionary--or use a woxd you feel suxe about. 

5. Be bxief - no more than a page. Businesslike letters will receive 
more attention. 

6. Focus on why you want to work fox this particular firm and the 
contribution you can make to it. 

7. Refer to yo~r Xesume but do not repeat it in full . 

8. Tactfully suggest that you will phone for an interview, if the 
firm is nearby. If you do suggest this, be sure to make the 
phone call within a week aftex mailing your letter. 

9. Keep a carbon copy of the letters you send . 
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!'vir. Wilbux R. Wilsun, Personnel 
John Wood Manufacturing Company 
500 Como A venue 
St, Paul, Minnesota 55116 

Dear M~. Wilson: 

-?9-

Recently I learned through Local 120 TeamsteJ;s Union of yout company's 
operations and plans to extend the government cont~~ct fo~ bomb casin9$ . 
that will open positions in the welding department. I would app~eci~te 
your cons~deration of me as an applicant fo~ welder. 

Prior to and during my incarceration, I've been practicing th~s trade. 
Most of my experience has been with manufacturing firms ~i~~la:r tp youts. 

For your review, I am enclosing an application of my qualif~cations, 
I would appreciate the oppottunity or a personal intexvi~w witp Y9u 
should you wish to discuss my applicati9n further. 

Sincerely YOu~s, 

William J. Adal]1s 
Enclosuxe. 

.. 



• PIX: r;s 
;UJ.lwatcr, Minll. 

Wi 1 t i i\Jll J. I\dalll" 
·:H)-

l)i\ t t' () ( r Otl UI1H.~ 

U;"I l(! oj Hi rtll 
Mar.ricd - 2 childxcn 
6' - lU5 pounds 

• .Iployment Objective - Welder; bheetmetal - Punch PXess 

• 

• 

• 

• 

• 
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10th GXadc Central ~igh School, St. Paul 
GED Vocational Tech., St. Paul 
Welding School, Vocational Tech., St. Paul 

Subjects: 
Subjects: 
Subjects: 

Genoxn.l 
Genexn.l 
Welding 

11)50 
],)6B 

l':J67 
l')67 
J/.J67 

1st Class Boilc.r License 
Blue Ptint Reading ServIce - Marines 1950-1955 

Rank: corpoxal Transpoxtation 

Experience 
,Q66 to present, working in Power Plant doing ________ ~~~----~--~--~-----------
(/clding, as sembling, shipping farm machinery. Super vis ing and order ing 
~~texials fox institution shops, farm machinery, Foundry, powex Plant, 
'lachine Shop. Setting up and opelating Hugo Punch Ptess, the caxe and 
',\aintenance of shop tools and machines too. 

1964-66 Waldoxf Paper Company. General factory then moving into Maintenance 
Shop operating drill press and Elec~rician's helpex. 

L958-64. Coit Manufacturing Company assembling furnaces and pent houses, 
then moving into Welding of furnaces and spray painting. 

Special Ski lIs 

dpexa te vax ious types of vi6 Llal \i!qllipmcll t. 
Advanced First Aid 
<.,mall Engine Repa.i.:r 
ryping 

Hobbies 

Re.fexenc\i!S 

Blue Print 
Good Reading 
75 word~ pex minute 
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IIO\'J TO f\-1t\1<!1 AN 1\1'1'OJ NH1ENT Fa!? I\N J Nl El~V I hW 

You should have a ptepared introductoxy statement and know what information 
you will need to xepoxt for an interview. 

Sample introductory stat~ment: 
opening you have for a (Job title). 
j ob?1f 

"This is (name) and I'm calljng about the 
Could I come in and talk with someone about thQ 

Sample introductory sta!.~ment~. "rhis is (!.lame) and r 'm an \':"xr~d.enc€d (J?b 
title). Do you have any openings I could come in and discuss with someone?" 

You should then be prepared to requ.est the information you need, an.d to spell 
your name for the r ecep tionist. I t is a Lso possible an employer may \',ant you to 
b;riefly desc:ribe youx ski 11.9 over the phone befa:!: e he meets with you. Be S'.1r e to 
sound enthusiastic and positive about your ability to perform the job you axe 
applying for. 

You need the following information to interview: 

Date and time to report 

Name of the interviewer or person to ask for 

Where you should report 

How to get to the company if you donlt already know 

Job title or the opening 

WAITING ROOIV) ErIQlJETTE 

Some employers you go to see will ask. you to wait. Tbey may do tills simpl~' 
0ecause they are busy or possibly to test your patience and composure. Use this 
waiting time constructively by preparing for the intexview. 

Keep calm and go O\:t:!:t YOi':;X answexs 'to pl~0blem q1}.e3tions so yo'.:: 'will be at-Le to 
deliver them well in the inte:r.'\}:i.ew. Jt is p:r:obably not a good idea to study l;he 
voxksheet on which you de\~eloped these an~wers because if the e1T!ploy~r sees i t~ he 
'nay think you are trying to hide something from hilTt. Going ove:!: these ,sta tementA 
i,n your mind is also good practice for the actl.:tal inr.erview when you would cer t.<:dn Ly 
ilOt have the woxksheets out. 

If thete is litexature about the comp~ny on display in the waiting xoom, it 
rould be a good idea for you to read through some of it for two reasnns. First 
1: all, you will look intexested and enthusiastic about woxking fox the company. 
;econdly, such reading will help you sound interested and enthusiastic in the illte:r:~ 
}iew by giving you some background to intelligencly discuss the company and the Job. 
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APPENDIX E 

Helping Industry Recruit Ex-Offenders (H.I.R.E.) 
Minneapolis, Minnesota 

Cold Calls Advice 

This material is distributed by the H.I.R.E. Job Skills Class 
instructor to all clients for their use in making unsolicited 
calls to companies in order to obtain an employm~nt interview. 
Four main points are covered: 

• establishin9 contact; 

• developing interest; 

• arousinq interest; and 

• closing the conversation. 

An example of a cold call conversation is also included. 
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COL)) CALLS 

A telephone call to companies w11,) mir,ht need someone with your Gkillr.; or 

interests is n very good method of obtaininp, an interview. As with the in­

terview itself, a cold call should be a selling of your ,job related skills 

to the employer. Remember even though a cold call to an employer is not 

easy, it can be very effective in terms of a possible job. 

1. 

2. 

Vfuen you are making cold calls, four points should be covered: 

1. Establish contact 2. Arouse interest 

3. Develop interest 4. Close the conversation 

Establish contact 

You need to establish contact. with the person who h&'.1 the responsibili ty 

to hire people. Otherwise you may be trying to conVlllce a receptionist or 

sVlitchbo~rd operator to intervie\v you. 

An example which can be used: 

"Hello, I'd like to speak with the Personnel Hanager -- could 

I have his name please?U 

"Hello, I'm lookiIlR for a job and would like to speak with the 

person who does the :hiring could I have his name please? II 

Arouse interest 

Once you have the person who does the hirinp, on the phone, don't pause. 

Immediately try to arouse the employerls interest by introducing yourself 

and telling the reason for YOtU' call. You should introduce yourself in 

terms of the skills or interests you have that the employer values. 

Example: 

"Hello, Mr. Hasan, this is Tharold Kranuner, al1d I have experience 
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aD a shippinr, ond rccclvinr, clerk. 1I 

"Hello 111'. Horris, thic ia Alton Hcr,son, Ilnd I have nn intcreflt 

in photocraphy." 

The first sentence should contain two thinr.;s -- your name and a state­

ment about your skills or interests. 

Develop interest 

If the employer is at all interested, develop that interest by stating 

a few work experiences, related work experiences, traininrr experiences I 

educational courses taken, aptitudes or hobbies. 

Example: 

ItI have worked with the multilith machine for 4 years. ll 

"I have completed a course in the operation and repair of 

diesel trucks and I have driven a semi for 2 years." 

"I have just completed a training course in business practices 

and I am excited to put it to use on a job. 1f 

"I would like to learn the restaurant work from the bottom up. If 

Close the conversation 

You are trying to obtain an intervieVl, not a job, so try to set up an 

appointment for an interview. Then close the conversation in a polite 

manner. 

Remember to VITi te dm'm the time and place of the interview and the 

interviewer t s name. 

Example: 

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

thought you might want to interview me, say this afternoon or 

tomorrot'l." 
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"Yeo, tcmol'I'OW at 2: :~O would be fine. Tho.nlt you for your tim"'. 

Good bye." 

REME11DER 

Even thoueh the employer will not interview yeu or is not very polite, 

always close the conversation "lith "Thank you for your time." He might have 

an opcnine at a later date that you would like to apnly for • 

EXAHPLES OF A COW CAl.,L 

ItI would like to speak to the person who hires factory persormel. It 

"Hr. r~llsonJ this is Tharold l10rris, and I have had experience driving trucks. 

I have done most of my truck driving in ]1inneapolis, so I know the area well 

and I enjoy driving. I know you sometimes have openings like this so I thought 

you might have a use for someone with my skills. I would be available for an 

interview Honday, Tuesday or Wednesday of this week." 

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

Est.abl:i.8h conta.ct: "I'd like to speak to the person who hires for your 

company -- what is his name please?" 

Arouse interest: 

Develop interest: 

"Mr. Neans J this is Lenny Crisco, and I have had e;;"'Perience 

working on foriegn cars. II 

III have also completed a vocational school course in 

mechanics and I am very familiar with the use of metric 

tools." 

Close conversation: t1I lmow you sometimes have openings like this so I thought 

you might have a use for someone with D\.V skills. I ,,!ould 
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Close interview~ 
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be available for nn interview any morninff thio week." 

rrYes, nonday at .3:.30 would be fine. Thanlc you for your 

time. Good bye." 
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APPENDIX F 

Hel pinC] Industry Recruit Ex-Offenders (H. r. R. E,) 
Minneapolis, Minnesota 

,Job Seekinq Skills General Material 

These materials are distributed by the H.I.R.E. Job Skills Class 
instructor to all .job-ready clients who are looking for .iobs. 
They include instructions on completing an application form and 
advice on how to act and to explain problem areas durinq an employ­
ment interview. Such problem areas may include prior convictions, 
druq history, alcoholism history, learning problems, past firings, 
or many Dast job chanqes. 
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THE APPLICATION F'OlUvT 

In most cases, it is best to write in "vr.i11 explain" or leave blank 

Rl1 p.l'L,hlr>1n fl1'0f\f> U1.l Lltc uppJiC'A.tioll form. Your problem areas 

might be: 

1. Convication Record 

2. I1edical Problems or previous in,juries 

J. ;li1i tary record 

4. Losing a job 

5. Leaving a job 

6. Drug and alcohol addiction or treatment 

If an area is left blank on the application form, you shouZd expZain 

it in the interview. ~'.'hatever the explanation is, remember to be 

honest. 

If an employer asks for a;n explanation of the areas you left blank 

on an application form you could say something like the following: 

HI felt I could explain it to you better in 

private. II 

-01'-

"I didn r t !mOV! who "llould see the application 

form and I want to keep it between you and I 

because I'm doing my best to start over again. II 
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TIlE INTERVIEW 

As soon as possible after the interview starts, tell the employer 

about your skills, training, experiences, personal habits or hobbies 

which vlOuld be useful on the job you are applying for. Try to be 

very complete. 

If someone were npplyine; for a ,job 1,18 a mC'r.hRniC' the' int.erview 

could sound like this: 

Employer: fll'/'hat can I do for you, Hr. James?" 

itt .. Tames! til tm very interested in the mechanics job you 

have, I'm good at rebuild1:ng engines. I also 

• have a lot o.f expe1'ience in tl'u.nsllIission l'epair 

and tune-ups. On my Zast job I 1tJo1'ked on both 

Ame1:'ic:an and fOl>iegn cars. 1/ 

• 

• 

• 

• 

IF YOU DONIT TELL HIH ABOUT YOUR 

SKI L L S, N 0 0 NEE L SEW ILL ! 



• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

---~- --~~-~ 

EXPLAINING PROBT..E.11 /\REAr, 

'Nhen cxplninin;:: your problem ::trcils suell fiB cOIlvict.ion record, beinG 

fired, injuries: 

a. A~~it to the difficulty. 

b. Explain hov' it VlOn't affect the ,job you 

are npplyinr, for. 

e. Tell him you vmnt to go to Vlork. 

The follovling examples night be useful to you during nn intcl'v lew. 

These are only examples. If your explanations fit you better, use 

those. Again, remember to tell the truth. Employers usually 

find out aD:y\~'ay. 

CotWICTIOH 

Employer: 

Single Conviction 

"Could you e:x:plain vThy you left your conviction record 

area blanlc? II 

Applicant: "I VJas convicted last fall. It was something I did 

'''ithout thinking and prison hf:\S helpcd me to realize 

that that ldnd of life isn I t for me. i''Illat I \'.rant to 

do is make a new start by getting a job in electronics 

like the one you have here." 



• 

• 

• 

• 

• 

App1.i<.!o.nt. ~ 
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Nany Convlc~lonD 

liThe rehabilitation vror,ram at the last prison was 

the best thinJ that could have happened to me. It 

made me see that the life of crime iG not the \'lay 1 

want to live. Itls behind 1:1e and l'm ready to \'Jork 

and make a new life for myself that I can be proud of." 

l\ h'Juy ~ IIlpnti ('In guuu pu1 Il t,fl 1 i ke: 

An early release. 

Joined a counseling gTUUp on yo\.U' 0Wl1 • 

Coursev,\)rk or Lrainine in the inst.i"'jution. 

(I Early Release 

• 

• 

• 

• 

• 

Arpl i ('ant; !lEven though I've mane mist.ukl·s in the 1':'1 st., my r~t!vrJ 

'."Jas guoc1 E'Jl011eh to be reJ (\l:~cJ two 1Tll.m Lhs early. Now 

I tis all behind me :1I1U Tid ready to v.'or k and m<1~re a 

nCVJ 1 i fc fur nl.W~C Ll'. 

In .frou!' 

Applif"'flllL: liThe f$'roup I'm in DJW really helped me "Lo better under­

stand myself. I've come to realize that a criminal 

life is not the 11:''ly I vmnt to live. I l~'nl1t to find 

a .job in elecf.;z'\..-.nics and settle down. II 
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Accordlnr; to I:HnncnoLo. la~'f, yO!] n('('d noL and [;11f)tiJ(1 no\' ne1nl(J\'II.t'dl:e 

liuvcnil(; rccords o.s criminal offcnacn. If allY of your ori'enGCS 

occured v/hcn you vlerc unuer the nr;c of 18, you do no t. have a convi e­

tion x'ceord -- unlc!1G you were cert,:ificd, t.riud .• and eOllvkl.('c\ aG 

nn adult. 

l'lAHCOTICS 

Trco. tplcnt Pror,ram 

Applicant: ItI eat i.n ;,;i th the vlrong crov!d and rl'C L l.y soon Tiro t 

hool(cd, It ViEW ruinin~ my life and so I asl\C'd for 

Applicant: 

ALCOHOL 

help at St., Ma.l',Y r lJ Ill.·ul~ Tl'l.:!H Lmclll. l'l'0t"l'Ulll. Because 

of their help and my OWl1 desire to start a neVI lUe, 

lIve hCC!1 off the stuff for almost six months and I l m 

ready for a job. II 

Not Been Treated 

111 got in vlith the \'Jrong erm'ld and pretty soon I got 

hool<ed. It l'W S ruininr; my life. Six months ago I 

decided to stop talcing the stuff and start a nel'; life. 

Now 11m ready to 1:'!orl( again and 11m very intcl'ested 

in the electronics ,job your company has open." 

Applicant: IIAlcohol used to be a T'robler'1, but I be~nn Raine; to 

A.A. in January. lIve been sober for ei~ht months. 

1'm ready to work again Rnd earn my ovm way. 11 
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L[I\RtlI NCl PROllLEt1S 

• I\pplicant: tilt takes 1I1C i1 liLt.l(~ lotlq(~r than oLhet' p('opl(~ to lp,irn 

what to do on the job, but once I learn what Lo do I 

don't forget. II 

• 
FI RED 

let me go. I have rlOlW \",'f:" 11 n t, 8[11 at;; bcfl)re so I 

Imow I could do a Good ,iob sl?lling in ;\'0111' store. II 

• -01'-

"There "lOS nOl'!here to go in the compG.n~r and after 
Q 

awhile it got to me and affected my performance. 

• They let me go. This is the ldnd of company I I J11 

interested in worldng for." 

-01'-

• lIgy family was having trouble and I spent more time 

away from the job than I should have. The problem is 

solved and I'm ready to work." 

• 
LOT OF JOB CIWIGES 

Applicant; III mo.de some mistakes in my earlier ,job choices and 

• had Jobs that did not really suit rr:e; buL I've ]cuJ.'llcn 

throuGh experience that thi,i] i::: thCl kino of ,job I lilce 

best and do vlell in. II 

• 

• 
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CLOSIW} THE INTlmVIE"{ 

A[)~(Plg .QUE0}:~9l:§_ 

Vft''''t t:.ht" P1I1p1"'ycr aoho Ii' YUlI ltHve e11l,Y qUPRt.inns (,ry I.n nnk a~ least 

one. SOIT;e qncs!"lvn.c:: you (lrllllrl [w1c are: 

"!hat would the salary bn? 

Could 1 v:ork overtime? 

Is this a union shop? 

\That hours would I work? 

Are there any chanccc for advancoment? 

Is training necessary or provided with the ,job? 

CALL BACK 

When the employer tells you he'll be calling you at a later time say 

"I'm out looldng for jobs so I may not be hone if you call. Could I 

call you at day tirr:e?" 

BE SURE YOU CALL BACK 

OFF E R YOU THE JOB . 

HE HAY VIANT TO 
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APPENDIX G 

Emoloy-Ex, Inc. 
Denver, Colorado 

Wallet Reference Guide: Knowledae 
Needed to Obtain Work . 

This wallet reference quide, distributed by Science Research 
Associates, Inc., a subsidiary of I.B.~1., provides people v/ith 
suqqestions concernina the job search. The different phases of 
job seeking covered are: 

o selecting a job; 

• findinq e~ployment openinqs; 

e fillinq out an application, 

preparing to take an employment test; 

• prepari nq for the i ntervi ev/; 

• interviewing; and 

• follow-up on job applications. 
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60. Listen carefully to Instruclions. If you ha\'O 
questions, ask them before the test begins, 

70. Watch your time closely. 
80. Work Quickly but avoid wild guessing. 
9G. Don't spend too much lime on anyone 

Question. Skip over diHicull Questions 
and Teturn if time permits. 

100. Erase completely any answers you change. 
~iD. If you finish before the aPPointed time, 

d0 ~~! go back and change answers unles~ 
,=..1: ~no# they Z!e incorrect 

120. If you use glasses or a heanng aid, make 
sure you have them with you for the 
testing session. 

UNIT E-PREPARING FOR THE INTERVIEW 
iE. Arrange an interview with a particular 

person, but don't be upset if interviewed 
by another person. 

2E. Check your facts. Record the exact time 
and place of the inlerview. Schedule your 
own Inlerview. 

3E. Check your transportation 10 Ihe Inlervlew. 
4E. Learn as much as you can aboul Ille 

company before the Interview. 
SE. Be prepared 10 tell the employer reasons 

why you feel lh'l.! you can do the Job. 

UNIT A-SELECTING A JOB 

1A. Pick a job that is compatible with your 
attitudes. skills, and knowledge. 

2A. Don't waste lime on poor prospects­
rea:lstically compare your qualifications 
to the staled job requirementl;. 

3A. Use as much occupational information as 
you can find to determine the kind of 
job to look for that fits vour inlerests 
and abilities. 

4A. A vanety of occupational information is 
prcvided In kits published by Science 
Re~earch Associates. Ask your counselor 
whicl"> ones are available in your school. 

SA. Pick a job fhat will mEet many of your 
needs, both psychologically and eco­
nomically. 

GA. Select a job that is fairly close to your 
home, if possible. 

7 A. Choose a job with acceplab:e working 
conditions. 

SA. Get all lhe information you can before 
selecling a job-not aller-so you Vlon't 
be disappointed. 

• • • 

SE. Be prepared to relale your Qualifications 
and training to clues that the employer 
puts out concerning the Job. 

7E. Prepare a list of Questions 5:> that you can 
get an accurate descript":>n 01 Ihe loh. 

810. Give your appearance a final check. 

UNtT F-INtERVIEWING 
iF. Be early rather than late for an interview. 
2F. Give your appearance a last-minute check 

before your interview begins. 
3F. Check with the receptionist or other 

responsible person upon arriving. 
4F. Be sealed when you are invited to. 
SF. Be afert when called for the interview. 

Shake hands only il inVited to do so. 
SF. Be poised and alert, ready Ie a:lswer 

all questions ctearly and accurately. 
7F. Thinl( through your answers belore replying 

-don'l be lao quick. 
BF. Be brief and businesslike. Stick to the 

subiect al hand. 
9F. Have your personal data sheet and papers 

ready. 
10F. Ask questions that you have concerning 

the iob. 

UNIT B-FINOING EMPt,OYMENT OPENINGS 

1 B. Check wilh your school, community college, 
or university placement ollice. 

2B. For employrr.enl openings in your community 
or state, check With your local state 
employment service olfice. CheCK the 
telephone directory for the address and 
phone number o( the local office. 

3B. For federal government employment cheCk 
with the fedeTal job Information center 
in your area. The telephone d;rectory 
listing under "Uniled States Government" 
will give you the address and phone 
number 01 the local oHice. 

4B. For employment openings With your City, 
apply to the C,vit Serv.ce CommiSSIon, 
if your city has one 0' to the city or 
town administrative office. Check your 
telephone directory lor the address and 
phone number of the local office. 

SB. For employment openings with your county, 
apply to its personnel department. Use.Jhe 
telephone d;rectory to get the addl;:!5:l; . 
and phone numbN 

56. Check newspaper cl3ss,I,ed ads listing 
opeOings. 

• • 

11F. AI the conclusion 01 the interview thank 
the interviewer (or his time. 

12F. If you are not offered the job at the 
interview, ask what step you shoufd take 
next. 

UNIT G-FOLLOW.UP ON JOB APPLICATIONS 
1G. Determine the specific procedures to 

follow aUer yau have filed an applIcation 
with an employer. 

2G. The most preferred way to check the 
status of your Job appllcallon Is with a 
pc rsonal viSit. 

3G. I ndicalo your continuing Interest In the 
employer with a short letter that Is a 
permanent record. 

4G. Be persiztent but not n p~sl In following 
up on job applications. 

See your counselor 
or training instructor 
for additional information. 

mila 
SCIENCE RESEARCH ASSOCIATES INC 
Chicago Palo Alto. loronto Hen1ev·o(t· Thames Sydney, Par.s 

A Suosldlary Of IBM 
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7B. Locate employers in your community by 
using the Yellow Pages on your telephone 
directory 

BB. Check With local labor unions lor openings 
in the particular craft or trade. 

9B. Enlist lhe aid of your friends and relatives 
in informing you I1f job openings. 

10B. Pnvate emp~oyment agencies are available 
to help you locate a job. Same agencies 
charge you the fee; in other cases Ihe 
prospecllve employer pays the fe9. 

'1 B. Apply at the personnel and employment 
tlll.ces 01 bolh large and small businesses. 

128. Use Church, community service 
organizations, and Chamber of Commerce 
empioymenl information to assist you in 
linding employment. 

UNIT C-FILLING OUT AN· APPLICATION 

1C. Bring a pen. ink eraser, and YOllr social 
security card w,th you. 

2C. Read the enlire application blank before 
y£>u start to fill it out. Ask questoons if 
you don't understand. 

3C. Be comclcle-indicolc a response in all 
boxes ryn t/;e application b!ank~ 

• • 

mmm 
WALLET REFERENCE GUIDE 

KNOWLEDGE 
NEEDED 
TO 
OBTAIN 
WORK 

Thomas J. Jacobson, Ph.D. 

Reorder No~ 5-74 
Printed In Ihe United Slates of Amer:ca. 

4C. Have all ne~essary da!es an:: ,"f",..,..a:.c­
written down and availa!:!e so that )CJ 
can be accurate. 

5C. Be neat. 
5C. Clearly stale your pers:::"a, Q~3',~,=a: ::~s 

-don't exaggerate. but don't "ce 1::0 
modest. 

7C. Nohfy references and get the.r per:;, ssi:::~ 
before listing theIr na!'t:es en an a;:;:::::a:';;'''l 

Be. Your application is the or:ly th~r:g t~a: 
speaks for you alter you have le!L 

UNIT o-PREPARING TO TAKE AN 
EMPLOYMENT TEST 

10 .. Ensure that you are in good hea!~ a.~d 
rested before you take a test. 

20. Check the exact time <I" ~ O~~: c- :. :--= 
test. Ask if ~ou need :0 br.rlg a--.y 
materials with you. 

30. Arrive a little before the appo;nted 
time so that you will be relaxed a.,,, 
ready to work. 

40. Bring a pen. two sharp pencl~s. a"d a, 
j!raser with you. 

50. Observe the lighting, ventilation, e~d 100:$<1 

in the- test area. if YOv hnw a C~?'='; 
of where to take the test, pick a !J::::::! ~k~! 
is likely to be -cmforta!::~E'. 

• 

~~ 
C\ 
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APPENDIX H 

Louisville, Kentucky Clearinghouse 
for tx-Offenders 

Louisville, Kentucky 

Sugqestions for Job Development and 
Placement for Ex-Offender A~encies 

This brief checklist is distributed to all program staff who 
attempt to secure jobs for ex-offender client3. It covers such 
topiCS as approachinq the company, explaining applicant qualifi­
cations and following up on employer visits. 
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BASIC SUGGESTIONS FOR ,JOB-DEVELOl'!-U~NT AND l'LACnmNT FOR EX-OFFENDER ACENCIES 

1. Contac~~~~ emp~~ via letter or phone call to briefly explain your pur­
pose and arrange an :1ppointmcnt to explain your program to him. 

2. Be prompt and on-time for the appointment. 

3. Be appropr~_C1teJ.y-.9'!5~ssed. Be in a businesslike fashion, not in casual 
dress. Remember that this is a business call. 

4. Bri_'Q.& ma_~~rials tu leave ,.,rUh the empl~ which pertain to your program 
and/or the clientele you represent. A call card is a must. 

5. EY~la.i~I-PIogr~~) __ ~s.dsili. Be JlOllCSt and open. Emphasize the adv[ln­
tages of his hiring through your program. Have this well thought-out 
before you meet with the employer. Do not "shoot the bul11l. Do not use 
the lIGive [l guv a "h.£.C.-:'1}:.11 angle. Be ~siI1es..~. Have statisticnl data at 
hand to discuss concerning your program, costs to us all of the ex-offender 
problem) etc. 

6. ~re about his/her company. w"'hat kinds of jobs -are there? Hflke mental 
notes of "Basics l1 of employees there, such as a company profile sheet. It 
is advisable to make notes after appointment, not during discussion. If 
possible) know something about the company before visiting. 

7. lEyite the emplover to visit vour office and to meet your associates. Af­
ford him/her the oppor<tunity to see firs t-hand '\That your program is all 
about. 

8. Follow-up on visit aEproEriately. 

9. Keep in ~ouch \-7i th the employer. l1aintain a company profile sheet to refer 
to in future contacts. 

10. KnmoJ \Vhat the employer needs and is looking for \-7ith each job-opening. hlhat 
is the job description? Hhat are the physical and mental entry requirements? 
\,"'hat about transportation? 'fuat shift is job? Does company have restrictions 
on the criminal record? etc .... 

11. Befon' sending your client to the employer, be certain he i3 Elll'Lopriate for 
~t.i~~=~!JJ(~n.i~1!L~'l.!!.~ _Ll1~1_t.:.JlC_,11l.l5l£!" s t~lIld_~_~~1..<ll=_ . I.:.!l.c:-[pc t;,s ___ I?L. ~h.('_j O,b ___ il re . Rcmcmbe r j 

he is representative of you and your program to the employer. 

12. Level with the emplo~er concerning your prospective referral. Don't misrep­
resent or "hide" anything basic to the job opening. 

13. Follo\v-up '.;lith employer after your clie~:lt is placed. Show your interest in 
your client being a good employee for him. If problems develop, try to assist 
and offer this to the employer. 
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APPENDIX I 

Ernnloy-Ex, Inc. 
Denver, Co1orado 

Job Development Manual 

This manual is distributed by Employ-Ex to all proqram job 
developers. Although it is proqram-specific, it discusses 
qeneral procedures for job development and placenlent activities 
by ex-offender program staff. Because job develoD~~1t is usually 
consi dered very diffi cult to descri be, thi s matel L may I)e 
especially valuable to new employees seeking to develop jobs 
for ex-offender clients. 
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;'_~Ut. )LLVX.1:JlXJ ,_I~_ r: I: (I C) lJlll~ l~; 

. - ..... ~----.--- .. --.- .... -.--. ~.--- .. ~-

All Job Developers will be given a supply of Job Oevelopmerlt 

forms and other liter'Qturc to bc scnt to P}'ospcctivo n/:lploy(')'t.. 

All jobs developed should have a job development form completed 
, -

on them to be submitted to the Employ-Ex office. All corres-_ 

pondence should be on the Employ-Ex letterhead. 

BUSInESS CflRDS 

Business ca'rds, in Hhich you can f-jll in your name~ win be 

given to all Job Developers fo~' presentation to prospective 

employers or othe' interested persons. 

CURREriT LISTIiiGS 

All Job Developers will be given a current list of contacts 

we have ~ade to avoid duplicati~n of efforts and encourage 

coordinat'ion. 

PERSmll\L COUTACTS 

For the III 0 $ t S U C C C S s f tI 'j r Q S U '! t s i L 'j S 'i iii P 0 r- tel II t. 

to make effo)-ts for personal contacts with prospect.'ive 

employers. There are instances where telephone contact may 

be successful but it is no substitute for person-to-person 

contact. 
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COOIWltll\TIO;1 _ ..... - ---

The Employ-Ex staff Job Developer is responsible for coord-in­

ating and doing follow-up of all business contacts after 

initial job development- He will be available to all Job 

Developers for questions, direction and information. 

NETHODS OF JOB OEVELOP1'lEilT 

Job Developers may find an easier approach to employers as 

a "Job Developer representing Employ-Ex" -and not feel it 

necessary to go into their> other individual invo1vernencs or 

a f il -1 ; at ion s • T his sam e tim e s eli Tn ina t e 5 II cI e (J c1 \10 0 d II 'j n 

conversation and alloHs lIgett.ing to the,point ll • FOl~ e>~arnple> 

if a Job Developer is from an In-Kind agency> he should 

s b 0 u 1 d b e u t -j 1 -j I.. e d -j 1l e J. C h ~) -j L u a. t -i U II " j" t III (: .Y b'~ I ) i.~ n l! fie i it 1 , 

to mention or discuss yuur affiliation. In slich cas(!s> it 

is imperative to mention that the Employ-Ex stdff Job 

Developer will handle further contacts and all calls should 

be 1;1ade to the Em?loy-Ex of fi ccs. 

J a b De vel 0 p rn en t 0 rI f~ e fer r (\ 1 

. 
Even though D developer knows an employer, he should not be 

ina n y \'/ a y pre sum p t i a u sin han d 1 ; n y -j n f 0 nn a t ion . I n f 0 l'm a t ion 

collected alld jobs developed must be dissenJ"inated to those 

\>1 hod 0 not k n 0 'II the em p loy e r . A 11 S 1I C h -j n for r.r a t ion Iilll s t b e 

immediately forwarded to the Employ-Ex office. 
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lJ e for e u Tl yon e u t t e fi1 p t s to d eve "lop j 0 lJ s Ll I r ou ~J h p!J (I n!' (: (J n v C! r'­

sat'ions, he should he fully llppra'i$('d of tlw P}'()£P~dlll~ 

EJnploye)~s have (l tendency to usk lilitllY pO'jnted qlJt!t,1.i()l[:' and 

the J 00 D (! vel 0 per s h (J U 1 d D (! pre par C! d to an 5 \,1 C)~ tlJ(~ III • 

E f for t s s h a u 1 d b e I:l a d e to f 'j n dOll t n it In e 5 0 f per S () IlIH! 'I III a nag e l' S 

oro the r sin Per son n e 1 D epa r t rn e n t s p rio r to In a k 'i,ll n (l pit c h : 

This can be don~ diplomaticalJy by phone prior to setting up 
. 

an appointment, but should not be done at the same t-irne. 

One 900d technique is to call anel ;1 ,If', for llr ... ~ " . ) 

" 

... ~-.-~ .. --- ...... _+--
ex p 1 a i n b r i e fly the pro 9 ram) tell him y {) U \'/ ins en cl II i III 

literature and \,iQU 1 d he be \'/ ill in 9 to s ch edu'l e un d p poi n tr.1 e n t 

for a \'ieck or so ufter? (Thut is, after he is to receive 

the literature.) 

The follo'cling is offered as a sarllple. telephone IIpitchll~ 

You will develop your own technique with experience. If it 

. t I I riOrks, use 1 •• 

I am with Employ-Ex) Inc.~ ~ 
federa-rry-{lInded progral7l under" the ausp'ic;'ies 
of Law Enforcement Assistance Administration, 
sponsored '·-by the Denver COIi1ii1'j ss i on on COfilliwni ty 
Relations. This is part of the Denver High 
Impact on Crjl7le Program. One of our purposes 
is free j~b placement for ex-offenders. There 
is no .ch~r~& to the Employ-Ex client or to the 
employer. 

Hel\'iill ,be sending you some liter'ature on our 
pro 9 r a Tn ~Y ) !I and \'/ a u 1 d 1 ike t 0 a r I' a n 9 e 
an appointment to discuss'our program with you 
'and other interested persons of your company_ •• " 
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JOB CRITEHIA 

Ern p loy - E xis b tl sic all y -j n t ere s ted i n <1 c c U 111 U 'j u t: i /l 9 n s 1 (\ I" 9 ,e {\ 

Job U a n k asp ass i b 1 c . I tis nee c s s a r y \.!i t h the 1 tl }' 9 c n U In b e r 
, . 

of cl ients that He handle that the types .of jobs be varied so 

that we have something to offer everyone ~egardless of the 

degree of their skill or education or the field they are 

i n t ere 5 ted i nor qua 1 i fie d for" The 0 n 1 y c t' i t (~ r i il for job s .. 
is outlined on the fol1oHing pa~le~ 

All strai~ht cor;)c:-l"iss1on jobs a)~e .e>:cl:.JdE11,J.. 

Jobs that require special training or education 
should also be included, especially if Un-The~ 
Job training is available. It may also be 
possible for Employ-Ex to arrange for vocatioial 
training for one of their clients to qualify 
themffor this type of'job. 

GEnERAL THlIlG~_ 10 DO III JOB DEVELOPIIEIlT 

Below arc listed several pieces of information concerning 

things you should do or say either in specific situations or 

in general conversation about the Employ-Ex Program. You . . 
should b~ familiar with all of them and check yourself 

occasionally to make sure you are carrying through these 

objectives. 
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s C! \' v i ((' t; 

jus t the (! iii P loy III (! n L s e r vic c • Tit e s e i II C 'j 1I <.l C! : 

1,\ 0 ~ i vat i Cl n v. 'I COLI n s eli n V f () I e x ~ 0 f fen d e t' s 

Job cI ire c t ion il n d il S si s t a 11 c c for 'j n 111 il t (~ $ P rio r 
to release 

!\ S sis t ex - 0 f fen d c r S 'k n job rea din C $ S I))'- i u r t 0 
employment 

See k e m p loy e r 5 H ill i n 9 t (J h'i t e (! x " 0 -r f l: n d (~ t S 

E in P 1 9 Y fi1 e n t co U n 5 eli n 9 fur ex - 0 f fc! IHi e r s 

Emergency v.ssistance and referrals For 
ex-offenders 

Provide follow-up services for Emplby-Ex clients 

Coordinaic volunteer activities for ex-offender 
re-c1irection services 

Coo r c! i n v. tea ~ d coo per ate \'l i t h (! xis tin 9 e l!l P 1 () Y r:l e n t 
. and communlty resource agencies 

Ass i s t e In P loy e r sin \'/0 r kin 9 \'l i the): - 0 f fen ell! r 
employees 

In form the pub 1 i cab 0 u t res our c e nee d s f (Jl' 

ex-offender re-direction 

Quest'i OTlS 

Job Developers should ask as many questions about the compnny 

as possible. The more intelligent questions a~ked about" 

jobs available, the benefits, the potential and progress of 

the .Company, the better. This information will assist 

Employ-Ex counselors in appraising their clients about the 
" 
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r,le r 'j t S 0 f (J. P il r tic u '/ u r job sit u ~d: i () n • A n cI) (! Cj u n 1 1 .vi f;l P 0 r t It nt, 

i t; ~J"i vet h e e l!I P layer the i 1II pre s s ion you are i n t e }' est e u i n 

him and his accomplishrnents. 

Contact Pet'son 

H a k e 5 U r e you d e t e r min e .' hoi s the con t act PC}' son \.!i t h i nth e 

Company for forthcoming job referrals~ as v/ell as \'/)10 the 

,in'it,{al 'intervic'l'Ied person (H,~n~l~jer, Er:lp'!oYiilent Ofljeer, 

other G~!n'~ral infon:Ll t"i on 

Record as r.lllch in-ronilat.ion· about the IImood" 0 f tile company 

as possible. For example, if there is any reserve expressed) 

r.lake note of it on the records. (See Exhib1 tJ~) 

I f you arc i n cJ a u b t, don I the sit ate t a S it'y \I 1 c.J 0 n 1 t: k n 0 \'1" • 

Refer all questions ancl request~ fa}' wore deta'ileu 'informat.ion 

or' policies to the Employ-Ex Executive Director. 

t 0 of 0 11 0 \'/ 1I P \·ri t h t bee r.l P loy e r . T I J'i S 'j s nee e s s ~\1-y t 0 k c e p 

.s01vcnt the }~elutionship and keep them apprai sed of th~ 

pro9~aml5 progre5s~ 
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in c.~ bus"jncss-like l!IillliJE.!j· wiLl! bu~;.illess lileth()tlolo~IY. If lIot 

our_dealings \'lith bus"iness people Hill be IIcuI1pernd and th~~ 

program 0ill lose it~ impact. 

-
Eve nth 0 ugh you may men t ion H i 9 h I Iil pac t -C r -j rn e Pro £1'1" a In DON (l T 

-
at anytime list-or ment-ion the actual crimes of bu~'glal·Y) 

assault, rape and robbery. Th-is may tend to frighten or 

unsell what you have already achieved. 

Its h 0 U 1 d bee x p 1 a i ned t hat the Job D E~ vel CJ p (~ l' i son 1 Y In i.d~ i 11 n 
co Tl t u. c t to de '/ C lop a job and he h i ril S 81 f \-/ '} 11 1'10 t I. f'. l..' , _' ... u_ l,..(Je on:; 

, 

coo r din a tin 9 tl, n hi P 1 C' Y - E x pro 9 ram \'/'i t h the c () li1 P Cl fl.'/ • 0 nee tw 

r.l u k est h e con t u eta n d co rr: p 1 e t est h esc: -I e t Ii t~ S t cl f f a 0 b 

De vel 0 per will bet h eon e "(. hat \'I il 'I b e ~,rj v 'j II ~J )' e hI IT i.l 'I S 0 r 

fielding questions. 

It should be stressed to the employer that we are merely 

providing possible' employees fo~ HIS APPROVAL and decision. 

It is important to convey the idea that it is the final 

decision of the empioyer to accept c.\n ElOp'loY-Ex c-li(~nt. 
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5 ELl. IltG PO IIiTS TO coy E l~ _"_._ .. ___ .r_'" ___ _ ... ____ ~_ - ~- •. • ..... 

Out 1 i ned bel 0 H are S Oill (! 0 f the 111 tl !; t. 'j 111 P (l r t (t /I t file t (1 r- ~; (J f U I (' 

'[rnploy-Ex progl~tlr.t. Eaci! und everyone of them ~;holild be stn"\;l.'d)r! 

tot h e pro s p e c t i v 2 C fil P loy e r • As ina 1 'j s a 'J c S) \'J hen you h it V e· 

mad e a sal e, n 0 In a t t e r \l hat s t a 9 e) $ top sCI 1 i n ~J • • , Tcl'\ the (;l 

'" hat the.Y I V e b c ugh t, i f n e c e 5 S a r y, but s t 0 ~ s C! 1 li.!2lL. 

1 • 

2. 

~ 3 • 

r HE Hl P LOY - EX P lJ H P 0 S E 

E in P Ii u s 'i z e t hat \') eAR [ n () T a 1\ (! iii P loy m t~ n t i\ 9 en c.y • 
We' are an ex-offender ~ssistance aoeney, part 
of \'Jhich involves employment. 

FREE SERVICE 

All Employ-Ex services are provided free of 
charge. There is no CHARGE to the Employ-Ex. 
client or to the employer. 

C H M18 E R 0 F CO !-H,i E R C E f.l n: B E R S HIP 

Employ-Ex has a Chamber of Commerce lilcmbership. 
'One of the Chamber1s prime interests 1ie$ in 
Correctional Rehabilitatio\l and the ~;uccessful 
re-entrv into society uf ex-offenders. v _ 

t,. TAX SA\} nlGS 

~ i n ~ e ' I;; a s t , b 1I S ~ n e s s j~ c n c: r'e b a;; .j (: it 'j 1 '/i n L L? res t e cI 
1 n !... h P. P r () IJ U C t 1 0 n n r t. h C' -j r c: 0 m p Cl n y il i1 d its 

I ~~ n n ;~ ,L ~ ,1'" Y" ~ 1-~ H t ~l , ~ t . -c S i; ~I C) (J cf ' P (l -j ; I t: L () (~ x P L', i 1\ 

{'. 0 _~ n ~- ,;1 ~ (! J t by h n:' J ~ I U il( Ie:.: - 0 f fell r! '~ l' L h e i r-
c ~ I: I.. ~ IOU t, ! ? n a f a ~ a ~ ~\ a. ~. s eve r d 1 ben 2 fit s _ 
F1TS!..., thc.:y are cllmllldtlllg th~ cost to the 
~a~ pay~r of keeping the man in the penitent­
la~Y.(S~~OOOh~er ye~r) and possibly 
ellml:latlng IllS far.111y fror:1 the \'re'lfar-e roles 
(~p.to $~,OOO per year). Additionally, by 
glvlng h1l:1 a 50b they are caus'jl)cr him to pay 
tilxes so that tho:. butden of thes~ costs might 
be shared:, Anochcr effective poi nt tha t shou-I cI 
b e u; e d \'11 t: h . due c a u VI 0 n .j s t hat: a r' (> - <I ire c t e cl 
cx-olfcnder 15 not a Lhi~eo.t to society. lJe 
n 0 1.0 n 9 e i'" 1 0 0 k S tl t soc i e t y ash'j 5 vic 't i In s, but 
as a f~llow worker toward the good of the 
communlty. 

I 
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E HI P 1 o.y - t)~ con ti n tI (' ~; l {l \l 0 d~ v/ i l h L h,' c"1 i e lit: (l f t e }' 
ids Clilp"loyrnent witlr such -jnLerest as cOlillilunity 
i n vol 'I e trI e n t ) con tin II cd po sit i ve \'/ a \' k h il b"i t s (~n cl 
gcnerul counssling. 

rOLLOH··UP HITH T~IE EilPLOYEH 

We carry-through with thi employer to absolve 
any q II est ion 5 0 r d -j of fie \J "I tie s t hat In a y a r i s e 
~nd continue these follow-up practices indefinitely_ 

7. BONDliW 
. 

If the availab'le job requires boncling i.1ncl the 
employer's bonding program will not cover ex­
offenders~ it shoul~ be explained to 11im that 
our clients can be bonded without cost by a 
Fecleral Department of Labor program through the 
Stati Employment Division. General Bonding is 
$1 0 , 0 0 0 . \,1 e Hi 1 1 a r ran 9 e s u c h' bon din 9 nee d s • 

8. AGEnCIES THAT ENDORSE Z( ASSIST 

Denver Police Departments Department of Welfal'e) 
Health and Hospitals and Cornfl)iss'ion on Community 
Relations provicle both endorsement i.1ncl assistance 
to the Employ-Ex proqram . 

'G OP)JE-c··r·J.(Of,IS (l'J ERe 0 H U, l -

~le're not Hiring 

t' • " not 1]1 ["1 n 9 . T 11 "j s C 2. n be b1e t H 1 thy 0 U Y' ex p r (! s s ion 0 f (l. des i l' f! 

to relate only the purpose.of the E~ploy-Ex progrilm and how 

it can benefit the e~ployer . 
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-

··GO-

\.1 hen a n C! 9 uti ve a t t i (; u d t! i s pro j c c t. (! d) L II (~Tl) ') Li~; () r t t! n \'1 i ~. c 

to sell -in ~'elat-ioTl to the neC!us_qJ~_~J~s..!!lP":U~.Y_(!\> 'rhis 1.119hL 

inc 1 u des 0 met lr i n 9 1 -j k e 11... Fro m t i III e tot i fiI e ~ a s .y 0 U ~~2. IT it V (~ 

. n ~ e d s for em p loy e e s, VI e can ass 'j sty 0 U 'j n f i '/ 'I ins: tho s epa sit ion ~; , . II 

It is to the advantage of Employ-Ex, in your presentation, 

to say something l'ike: lI\o1e don't guarantee thi1t'the people 

'cl ere fer toy 0 U "J i 11 a 1 \'/ a y s bet h e b est . • • II - q u 'j c k 'I Y 

clarifying that \'Jith something like " ••. but 'it's C!'ifficult 

to make that kind of projection for any employee. We will t 

however, screen our clients for aptitude, interest und 

potential prior to referring him/her to your company.1I 

Business Securit~ 

One of the most important questions a Job Developer should 

attempt to answer is "Ho\~ does hiring an ex-offender effect 

~lY security?" He f;lust convey the, ideas that the chance an 

em p layer i s t a kin 9 by h i r i n 9 a n ex .. 0 'F fen d e l~ III u y eye n b e 1 e S $ 

1: han; )'1 h e h h e h ire 5 a fil a n 0 f f the s t r e e t s -i n c e S 0 m tI c h 1;1 0 r e 

of b a c k £1 r 0 u n d, H 0 r k his tor y and p 0 tel:1 t i a 'I s 0 r 1 'j nJ 'j t: tl t ion s 1:1 (,\ .y 

b e k no ,,-In abo uta n ex - 0 f fen d crt h i1 rt S a in eon (~ \l h 0 \"l(t 1 k sin off 
I 

the street. Also, the ex-offender realizes that when security 

'is breached he vJi1l be first suspect. Hhat tllis may amoLlnt to, 

then is that an ex-offender employee will work to prevent 

breaches of security by other employees so that the reflection 

won't fallon himself. 
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CHI E rIT I r l(, R E LA T I () i ISH 1 P S __ • ___ .. __ ~ ________ ... ___ ...... .. __ ·_r. ____ .... · 

It is very ifilportanL that some attclllpL be made to \'ICld~ \~ith 

or II $ ell 1/ Tl 0 ton 1 y tile Per S a Ill! e 1 r,l a II a 9 e r 0 l~ D ire c L 0 }' but n'\!i () 

the Line Foreman or the immediate supervisor that ttle ex-

offender will be working with from day to day_ You lnay see 

a possibility to suggest indirectly that such persons be 
. 

present at an initial or later discussion. It·is just as 

necessary that these people be aware of the program and its 

goals and just as ir;lportant that they are l~eccptiye to an 

ex-offender being hired. It is usuillly the supervisor's 

influence that determines \'Ihether a person V/"i'll be uble to 

rem in on a job - a goal far beyond mere job development • 

At 1 e a s t m a k e s 0 me men t ion 0 f t his and ex pre s s y 0 II r \'i i1 1 i n fJ n e s s 

to talk to the line foreman or supervisors if the interviewed 

person chooses you to do so. 

CLOSING THE DEAL 

Aft e r you h a v ere a c he dan 1I n d e r s tan din 9 wi t han e III p 'loyer- , 

ass 1I r chi m t h C\ t .Y 0 U Hill soon be 'j n to U c h vii t h h"j lil b'y ph 0 II e 

t! n d rn a i 1 . R e fili 11 c.l II'j HI t h c\ t u S 1.. a r f a 0 b D (~ vel (l p (~ I' \-I'j 1'/ a 1 !.; 0 

b e i n tau c 11 !'{ i t h h i III ~ \'l II 0 \./i 11 coo r d i 11 ate f lJ t II l~ (! C () 11 tile t 5 

and follo'.'/-up. PleJse see Exhi~Ll~ for the follo'r'I-tlp 

letter for you to use. 
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R E t'l E I'! f3 E P,-

At not iTO e s h 0 u 1 d Y () L1 1 e t the CHI P loy e l~ t h 'j II k t h i.1 the i s do i n ~) 

Em p 1 0 y - E x a b i 9 f a v a r i n p 1 a c-i n 9 0 li r c 1 'j en t s ,. R n t 11 e r ) -I t s h (J ul d 

be stressed that we are frequently. providing people who nre 

otherwise capable and qualified whose biggest bar to employme!lt 

is their records. Of course, you should not imply that we arc 

giving the employer the cream of the market. However) to 

. a p pro a c 11 a bus i n e ssm ani nan a pol () get i C \'/ a y \'/ i 1 ·1 IH~ ~J <.l tea n y. 9 0 0 d 

resultS'. 
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l:tP~.,~ln~,rl."'_'.·(~· 10/ '(' .,' 

rXfll rn! /\ 
(·)·l(:~'·8.r~;.;'nk<f'i·~,:t.-I-· .'., 

H (~y I?) -\ 0" j 6 

t·l r . Sob ('j 2, n d (! 1 
J\BI. LULlbcr Co. 
1905 L'jpan St: • 
D Q n v 2 )~) Color 2. d 0 

D ear i'I r. i,j and ~ 1 :; 

\,1 e jus t Vi ant e d you to k n cnl t h a. t ' .. , 0 t r u '/ Y (? II j 0 .ye d 
vis -j tin 9 Hit h yo II t his ~'i c e k . T <d k 'i n 9 \'ri t h .j' 0 u 
g-jves liS un opportunity to learn Ii1or-e about your' 
fir man d all 0 I,-f sus tog i ve you (t goo cl i c1 e a 0 -F h Qi'} 

Em pia y - Ex 0 per etc s _ 1-1 e fee 1 \ie a r- e s e r v -j n g a 'bi (l _ • 

fold pur-pose by prov-iding job deve'/oPJiJrnt: and othel~­
supportive services to our participants. and by'pro­
v i d 'j n 9 e [;] p loy 2 r 5 sue has you r s e "f \,rj t h p e 0 p 1 e for­
interviews who are pre-screened and job-ready_ 
K e e pin IT! i n d t hat all t his i s don e \,1 i t h n 0 fee t () 
either the participant or the employer. 

\'1 ear e p 1 a c i n 9 y 0 LI 0 nOli r T:1 ail i n ~l' -j 'i S"C a 11 d cae h 
month you will receive a cooy of our Available 
P eo p 1 eLi s t \'; hie his a S III ali sam p 1 -i n 9 0 f the job-­
ready Employ-Ex participants currently available­
I nth e mea n t i fi1 e > 1,: t~ _ N a fI del:> i f yo II II a v e C1 n y 
positions open~ please contact us • 

Thank you again for you~ time and consideration. 

S·jncerel,.'/, 
: 

GO:pc 

C!. O-Yl·;l;"o".t, t-Lt"Cl';!'m::n ~./a>~tT 

PilO'l\lJlll~ S::Tl';;il:'1.. r=?~'\T"/C:3 "(0 em"'.: 
S;:JOfl!'Of':'d D;r. O:r.,~ ~.I.n7""" l~n:nr.>:t.Jro-r 

Fund.-:l ay: L::w Er.!?r:=~ ;'$':)1-"..:, Mri''-oT.1'i?',':! l)~,")( H'!;-" Im;>xt ell (:r"f'l~ f'r,=,;,~m. 
c,t:I'l:y o! DM"::f :!n;l r.Qf"C=~ CI',r:",,~ 

.' , 

t:nc!c~~-:-;l.JJld Aw-lxl By: Cr;-/~ Ccv-:y el o ".,.,:r. O~/¥ C'I¥l\b-?<oICOfNt~~~". U~,,~ .. r'M 
li)::-O, (>'::I.,CIO). ~J1d II" on;1 ;:."r:" (.1 n.",,,,, •.. -.~ 
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APPENDIX J 

Helpinq Industry Recruit Ex-Offenders, Inc. (H.I.R.E.) 
Minneapolis, t'linnesota 

Correctional Job Pool Form 

This form is used by H.I.R.E. job developers to record information 
concerninq employers they have contacted. It illustrates the kind 
of information which staff must possess before referrinq clients 
to job openings. 
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f ;lJFHECTIO:lAL JOB P00L (C.Tp) 
bilployer Clillracter1st:i.Cs-prof'ile 

~ = Ei:1PiOYiRNMill ;~-.v="""= .. r:-•. -....... ", .... _""', .. """,,_.""'. -,.""~---==-====--==<=t-~~=--===~~~ 

~ Firm Addrecs: t 
f Ii 
~ City: Zip: Phonc: ~ 
~~--~---~--".-.... ------~'-.~--,~--=",-----.-------,.-... ----,..,,-... -... -............... .,...,'''''-.-----..-_--.-::- J 

DESCRIPTION OF COMPANY/PRODUCTS : __________________ _ 1. 

2. Type of Jobs Hormally Availe.ble and Suitable for Exoffenders: ------

3. CONTACT UlFORHATIOH: 
a. Person to Contact: Phone: 

Developed/Contacted By: Phone: 

b. Person to Contact; Phone: 
Developed/Contacted By: Phor.e; 

c. Person to Contact: Phone: 
Developed/Contacted By: Phone: 

d. Person to -Contact· Phone: 
Developed/Contacted By: Phone: 

It. DEVELOPT·I1JWT INFOmrATIOt!: 
Characteristics Ci:;"cle Exphn1.ti.on -----
a. fillY problem employing exoffenders? YN 
b. Any per80nal interest in offenders? Y ~T 

" 
c. Public Transportation available? Y N 
d. Private Transportation required? YN 
e. Bondinr, required of employee? YN 
f. Will consider OJT contracts? Y N 
g. Any tools J equipment, uniforms 

required? Y N 
h. Unionized labor force? (Indicate 

local no. and name; joining 
reqUirements) Y f.J 

i. Any company trainin~ opportunities? YN 
j. Any apprenticeship opportunit:ies? Y ~! 
k. Any testing requirements? Y N 
1. Job upgrading/promotional 

possibilities? Y N 
m. Any formal policy on hiring ex-

offenders? Y 11 
n. Physicals required? Y N 
o. Does the company provide any social 

services to employees (i.e.) day 
care, counseling)? Y H 
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CJ!> Profile 

:;. GENERAl. nWOHJ.1A'l'ION : 
11. Doen the Employer have need for tCl!lpOrnry ot' sCllsonul lalJot'? (If [:0 I expln:ln) 

b. In the employer :i.ntercGtcrl in Gul)contrncting (lny of tJlin '-'Iork 011t (e.g., 
to a group of irunnte v:orJcers at Sha]~ope8): ------------------------------

c. Has the employer ho.d any p~evious contact or knoVlledf"e of any of tllC other 
communi ty or public orpanizations seekinr, .i obs for special r,rol.lps (if so 1 

indicate)? 

NAHE OF ORGANIZATION HOST Cm:lJ'mNTS (i!" allY) 
RECENT 
CONTACT 

1. 

2. 

.------
3. 

4. 
.---. 

6. IF E,'lPLOYER HAS ~·'iOnE THAN ONE LOCATION FOR EHPLOTI'lE:1T PURPOS.i!.fi, I:mrCATZ= 
Other Firm Locations: 

Contnct Person at =-L-o-ca-t'-'l~' o-n-:-------------vp:-:-h-o-n-c·-: ------------------------ ------------
Other Firm Location: 

~-~~---------------------~~--------------Contact Person at Location: Phone: --------------------- -----------
7. CJP PERSON wao RECORDED INFOPJ1ATION ON THIS FOru.·1: 

Your ~!a.'11e: Phone: 
Location: ,-------------------------------- Date: -----------

--------------

-------------"'------------'----------- -----~---
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APPENDIX K 

Assistance to nffenders, Inc. (A.T.O.) 
Atlanta, Georgia 

Work Evaluation Form 

A.T.O. is a supported work proqram, providinq ex-offender clients 
with structured, closely supervised workina situations throuah 
which they can both learn oood work habits and establish a work 
history. This evaluation form is completed by supervisors for 
each client participatinq in the program. It provides the 
clients· counselors with information on the clients· work habits 
and readiness for full-time, non-supported work. 
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(EVALUl\T J [IN) 

1. Is he/she punctual? 

_2. Does he/she follow directions? 

3. Is he/she-willinr; to:follov orders? 

4. Does he/she underst~nd job duties? 

5. If not, do they seek guidance? 

6. Is he/she cooperat:!.ve? 

7. Is he/she willing to assist others? 

8. Do they work well with others? 

9. Does he/she assume responsibility 
for quality of work performed? 

DATE:....-__ 

ASSIGNNENT 

Yes ---
Yes:....-__ 

Yes ---
Yes ---
Yes '---
Yes, __ _ 

Yes:....-__ 

Yes ---

Yes ---

No ----
No ---
No ---
No ---
No ---
No ---
No ---
No ---

No ---
41 10. Is his/her attitude: 

Good ----
Fair ----

• Poor ----

Is his/her attitude such that he/she may be placed in a regular full-time 

position? Yes __ _ No ---• 
Signature of Supervisor ___________________ __ 

• 

• 
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OAT A COL LEe T ION 
AND 

E V A L U A T ION MAT E R I A L S 
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APPENDIX L 

Project MORE 
New Haven, Connecticut 

Monthly Client Data For~ 

Project MORE~ primarily provides counseling and referral services 
to its ex-offender clients. In order to monitor staff activities, 
the pro9ram l s funding source requires these client data forms to 
be submitted each month. Such information can be used to insure 
staff accountability and to measure proQram efficiency. 
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MON'I1ILY ,'I.IJ':NT IJA'I'f\. mltM 

Pro.i r ·( l, p/PW·;p 

"'U;(~ Number :.iervi ce r~()tl LII 
------~~--~----~ (Agency Nwnber & Client Number:: CasG nwnbcr) 

BACKGHQUND INFOH..MA'I'ION 

1) Sex 

2) Age 

3) Ethnic Origin 

4) Current Legal Status 
(Check S for State or 
F for Federal.status) 

5) Narital Status 

6) Referral source 

7) first Contact with cli(': t 

8) Actual time served on most current 
Sentence 

II HONTHLY DATA 

9) Type of contacts 

10) Nwnber of contacts with cli(mt 

11) Length of contacts (combined) 

12) PurpoGe of contact 

a) Male 11) F0rt1,1J.n 

a) Under 16 c) ~:;~'-30 
b) 16-21 d) 31--1+5 

e) Over hb _ 
a) Black 
b) White 

c) Hispanic 
d) uther -

a) Accused F S 
b) Sentenced F-- S 

a) Single 
b) Harried-

c) Divorced 
rJ) Sr)parated-=-

a) Prison f) vlork Release 
b) Jail f,) Proj'Jct, Fire = 
c) Probation h) Court 
d) C0fl1111unity Ago,ncy i) Client i.nitiat,rd 
e) Parole _. - j) Out of Stat!? 

a) Pre-trial d) 1-11. c13ys prior to 
rcleaGc l-J) Over 35 days prior 

to rclcasp 
c) 15-35 dayft-prior 

to release 

a) None 
b) 1-30 days 
c)30 days to-o-mos. 

a) Personal 
intervim·; 

b) Telephonc_ 

a) 1 
b) 2,-

c) 3= 
a) Less than 15 

minutes 
b) 15 minutes to 

1 hour 

a) Counseling _ 
b) Housing __ 
c) Employment_ 
d) Educatio-:1 
e) 'freatment 

e) Post rolease 
f) Post court 

disposition 

d) J 81 day:> to 3(): Jay~:. 
e) 366 days to 3 ;{rr~. __ 
f) Over 3 yrs,,_ 

c) f~I":()rpDanjmrnt. 
d) Gnrrc~rondmJ('-;--o-

t 1) It 
c) Over 4 

c) 1-4 hours 
d) 5-8 hrs. 
e) Over 8 hrs. ___ 

f) Legal 
g) Transportation 
h) Follow up -. 
i) l,'lolfare -
j) Volunteer 
k) Other_ 
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U) Service provi dnd 

15) Number of CanLact!, 

16) I,ongLh of Contac L:; 
(Combined) 

17) Type of Counsclirlf: 

18) Nature of Counseling 

19) still in COUllseling 

HEFEil.RAL: 

20) HO~;T referral mad"~ 

~~2) Type 01' Coun~wHl1i~ 

23) Client sho\.;ed for fir:.>t 
appointment 

-73-

a) J n!\(JI.1::" 
b) Hd'ceraL--

a) Per~jOlwl 
Interview--

b) 'l'elophone 

<1) 1 
b) ') 

"-

c) 3 

a) T c.'',· Lh'm ' , .... ; .. ,,' L> 
minuter. 

b) 1~ minut·!:] i,o 
1 hour 

a) PorsuHll 
b) Family --c) Drug --
a) Individual 
b) Group --
a) Yes 
b) No 

(1) T!-!J·~r11nnr; call 
u) .M.C C '_,i" i 13.nir:iunt 

a) Public 

a) P0rr;,1llal 
b) l"amily --
c) --Drug --
a) Yes 
b) No --

c:) H,) 1.11 
rI) Vo! lu", up _ 

c) !w(~f)mI'alllrnent _'_ 

d) Corrf~npoIJdfmCn 

,i) !I 
(.) ('V\'r I. 

.) , , i: ''I r!) 

I,) ':\k(l:l~l 
,.) l1t}v~r 

r. '1 HriU,'l! ',>r 
;.nlormation 

J 1'.·.:_ \l~3.t~; 

,1) .~ 1 ,'colwI 
t' ) oth, 'r 

ora] 
glv8! 

c) Pending --
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ll. 1';r·1PWYH!';N'l' 

24) Service provldDd 

25) Hca::wn for \tw.i.slaIlce 

26) Nature of Assistance 

INHOUSE: 

27) Manner Service provided 

28) Number of Contacts 

29) Length of Contacts 

30) Number of Interviews 
Arranged 

31) Number of IntervieHs kept 

32) Number of Interviews h'ith 
Staff Accompaniment 

REFERRAL: 

33) How referral made 

34) Type of referral 

m;SUL'l'S: 

35) Service secured 

36) Type of placement secured 

37~ Nature of Placement 

<l) Jnholl!w 
b) Hol'erral-

e) Fo It OioJ Up __ 

a) Unomployed _ b) Umlurcmployed __ 

a) Direct. Employment c) 'l'rnining progr;!fll 
b) On-the-Job training_d) \'re1fare entitlemGilr.~ 

a) Personal 
Interview 

b) Telephone_ 

a) 1 
b) 2-

c) 3= 
a) Lean than 

15 minuteo_ 

b)15 minutes to 1 hr. 

a) 1 
b) 2-

c) 3= 
a) 1 
b) 2 

c) 3= 
a) 1 
b) 2-

c) 3= 
a) Telephone call 
b) Accompaniment-=:-

a) Public 

a) YO!, 
Inhouse 
Referral 

a) Full-time job_ 
b) Part-time job_ 

~~ Temporary job __ 
Training program_ 

a) Skilled 
b) Semi-skilled 

c) Accompaniment. _ 

d) Correspondenc~ ____ 

d) h _ 
e) Over 4 

c) l-h hours 

d) More than L~ hI's. 

d) h_ 
e) Over 4 

d) 1+ 
e) Over .~ 

c) Hritten or oral 
information gi ven_ .. 

b) Privato 

b) No 
c) Pending __ 

e) On-the-job tralning ___ 
n Volunteer 
G) Ifelfare 

c) Unskilled 
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HOUSING 

38) Service provided 

39) Type of Hom;i ug Assistance 
needed 

INHOUSE: 

40) Manner service provided 

hl) Number of contacts with client 

J12) Length of contacts (combIned) 

REFERRAL: 

11.') How referral madp 

l~h) 'l'ype of referral 

1+5) Client ShOVICd up for 
first appointment 

ru~SULTS: 

l.6) Housing secured 

11'1) Type of Housing 

a) Inhouse 

a) Emr.:r!:r;ncy_ 
(indl vi dn,:} 1 ) 

b) R1!I"/o.:.'c;el1c:l _ 
( family) 

a) Personal 
intervi'3t'1 

b) Telephonc-
c) Accompaniment_ 

a) 1 
b) 2 
c) J_ 

a) L, .. ;;3 :, ,:,' 

15 rniullt8s 
b) 15 min.-l il.r:-

b) H. ~ l'crral 

c) P.lFmned relocattoll 
(:i ll~ii vidual) 

d) Pl3.!J11ed rclocatj Oli 

( l'TlilY) 

d) Correspondence_ 

r.) 1-:1 hrG. 

d) Horc than 4 hrs. 

a) Telephone cal c) Hritten or oral 
b) Accompaniment _~ infol'r:iation 

a) Public b) Private 

a) Yes 

a) Yes 
(temporary) 
Inhouse 
R0fcrral 

b) Yc, 
(n':>~(:nt) 
Inll{'u" 
He 1"'l'l'a~t--

a) Ii'ard ] .,' 
b) Bm;;, .. 'L -liousc 
c) Hotel~' -

b) No 
c) Pending_ 

c) No 

d) Apartment 
e) lIalf\Ji.ly hOUl3()_ 
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r';DIICJ\ '1'J ON 

Ilt~) ~kl'vj(!(~ provid(!d 

h9) Nature of necIl 

Jr:iiOU3E: 

50) Mannor Gervice provided 

51) Number of contacts with 
client 

52) Length of contacts (com1Jinod) 

REFERRAL: 

53) Ho~., referral made 

,h) Type of referral 

RESULTS: 

55) Was placement secured 

56) Level of client involvement 

57) Financial Assistance provided 

58) Financial assistance generated 
by agency involvement 

')l) Type of trL'almunt rl~quircd 

(10) Nature of treatmcnt 

61) Successful referral 

62) Type of referral 

63) Hm'l referral made 

6L.~) Method of service payment 

-76-

b) Jt(~ rc:rra l 

a) elm d) Gol1er,<' 
b) Voea L10lJal :)chooL (!) II i gil 0Cl\OO\. 
c) Technical School-= f) Special courS('_ 

a) PerGonal 
interview 

b) Telephone-
c) Accompaniment_ 

a) 1 
b) 2-

c) 3= 
a) Less than 15 

minutes 
b) 15 nun.-1 hr. 

a) Telephone call 
b) Accompaniment = 
a) Public 

a) Yes 
Inh 'O'1i'S e 
Referral 

a) Part-time 

a) Yes(public) 
b) Yes (Private)_ 

a) Yes 

a) Drug 
b) Alcohol 

a) J'~l\erg{)ncy 
b) Long term= 

a) Yes 
b) No 

a) Hospital 
b) Clinic -

d) Corresponclence_ 

d) 4 
e) Over 4_ 

c) 1-1t hra. 
e) Over 4 -

c) Written or oral 
information given ___ 

b) Private 

b) No 

b) Full time 

c) Yos (Inhouse) 
d) No_ 

b) No 

(!) rvledic~ll 
d) P:;yclrLnt.l'·' 

c) Both 

c) Pending_ 

c) Mental Heal"l:,h 
d) Private 

a) Telephone call c) Writt, en or oral 
b) Accompaniment_:=: information given __ _ 

a) No charge 
b) Client -

c) Public funds 
d) Private funds_ 
n \ T'Y"I\""""'''''r''"1''\ 
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65) Type of assiGt,.:.lnee 

INHOUSE: 
(.r,) Nature of Inll()mw Service 

67) Manner service prLwided 

68) Number of contacts with 
client 

69) Length of contacts 
(Combined) 

REFERRAL: 

70) Type of referral 

VOLUNTEERS 

71) Manner service provided 

72) Number of contact.s between 
volunteers and elient 

73) Lene-t,h of contacts (combined) 

74) Nature of volunteer involvement 

d. '1'HAHSPORTATION 

75) Nur.:h:r of times transportation 
provided 

• 76) Reason for trGnsport.ation 

'/7) Type f' 0 t Oct . 0 aSS1S' <.tncc proVl ed 

• 

-77-

a) Tnhouse c) noth 
b) Referral 

a) Advocatine for c) Coum~eling_ 
client 

f' . Ill) AccornpmJiTll(·nl. 
b) Generating lnanCla, to court 

assistance 

a) Personal 
inLerview 

b) Telcphone_ 

a) 1 
b) 2-

c) 3= 
a) Less than 15 

minutes 
b) ~" . -, 
. 1) nun. - oJ. 

b
a) Private attorney 

) Public defender --

a) Personal 
interview 

b) Telephone= 

a) 1 
b) 2-
c) 3== 
a) Less than 15 

minu.tes 
b) 15 min.-:::-1 hr._ 

a) Counseling 
b) Employment Svc e. 
c) Education/Treatment 

referrals 
d) Housing referra18 __ 

a) 1 
b) 2-3 
c) 4-6 = 

c) C(1rre~>rondcnG() __ _ 

d) Aecornpani.ment __ , 

d) 4 
e) Over 4 

c) l-h hI'S. 

C) Lep.l as~;i3tanc·~ 
Gl"'OllP_ 

c) ACC(X:lr,,1.niwcnt 
d) Corrc~}Jonclcncc __ 

d) h 
e) Over 4 

c) l-h hI'S. 

d) Over 1; hrs. 

e) Transportation 
f) Accompaniment ~ .. ' 

intervie~~l3, j~()1 •• ' 

pte'. 

rl' 7_1,"\ 

e) Over lu 

a) Job or job trainin~ c) Court, dutp.s 
interviei-ls d) Other b) Treatment 

I.l) Payment for b) Direct servicf' 
transportation ___ c) Referral 
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APPENDIX t~ 

Helpin9 Industry Recruit Ex-Offenders, Inc. (H.I.R.E.) 
Minneapolis, Minnesota 

Forms Utilized in Evaluatinq 
Staff and Program Efficiency 

H.I.R.E. has established specific performance objectives for 
its employment services program. These objectives are presented 
in the. first table of this appendix. They are used to measure 
program and staff efficiency. 

Each H.I.R.E. staff member also has specific performance objectives. 
Each staff goal is weighted, and individual goal expectancies are 
set. Oata on staff performance are provided to the program 
coordinator each month. Staff members are 9iven a performance 
score, and these scores are used to calculate the percent of 
program operating efficiency. Staff scores in this evaluation 
system are also used by the executive director in makin~ salary 
compensation decisiions. 

The followinq appendix presents: 

• H.I.R.E. Performance. Objectives, includinq measures, 
timing of ~easures, data sources, staff to whom measures 
are applied, expectancies and weights established; 

• Areas in which Staff Performance is Rated; 

• Accountability Factor Objectives for Job Developers; 

• Job Development Evaluation Desi9n; 

• Accountability Factor Objectives for Job Seekinq 
Skills Instructor; and 

• Job Seeking Skills Evaluation Design 
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Table 8: Performance Objectives 

PRml\RY OBJ ECTI YES 

• 1. Obtain stable employr~entl 

2. Obtain job placement 

• 
3. Obtain other emplo,vment2 

• 4. Obtain manpower3 and other services. 

5. Obtain other appropriate4 community services 

• 6. Obtain reasonable earnings. 

7. Minimize Positive5 p)'ogralll length • 
S. tlinimize other6 program lenoth 

MEASURES 

% of terminees 7 who maintain 
employment for 90 days 

% of terminees wbo only obtain 
a job ' 

% of terminees who only obtain 
part-time, seasonal or temporary 
employment 

% of terrdnees who are accepted 
for other manpO~ier servi ces and 
the ArMed Forces 

% of all negativeS terminees 
who are accepted for community 
services 

l=Iourly wage 

Average # of program days9(froM 
enrollment to termination or 
acceptance for trainin9) 

APPLIED TO 

All terminees 

An terminl"es 

All terminees 

An terMi nees 

All negative 
terminees 

All terminees 
obtaining 
Objective One 

All posit~ve 
terminees 

All other termin. 

-DEFINITION OF TER~lS: 
1. Stable Employment: Employed on the 90th day followinq job entry on a full-time (30 hours or more per week), non-

2. 
3. 
4. 

• 5. 
6. 
7. 

• 

seasonal or tenlDorary, unsubsidized job paying at least the minimum ~laCje. 
Other Employment: Terminated in part-time (less than 30 hours per week) temporary or sea~Qna1 emploYMent. 
ManpOl~er: Full-time participation in CETA or non-CETA traininq.or employment proorams or 1n the Armed Forces. 
Appropriate: Based on special lis~ of aporoved.types O~.coPlmUn1ty serVlce oro!,!rams. 
Positive program length: Anv term1nee who obta1ns benef1ts 1.2,3, or 4. . 
Other program length: Terminees in any ot~er termina~ed category other th~n beneflts 1 ~ 2, 3, or ~. . 
Terminees: An enrollee who ras either ach1eved the hlqhest level of benef1ts felt posS1ble (be~ef1ts 1, 2, 3, or 

or an enrollee who has been in the oroqram over 90 days but has not entered ~ b~ne:l~ cateqory ?r who \ 
been otherwi se termi nated from servi ces provided by the program. Enrollees 1 n 1 nd1V1 dua 1 s 1 ottl nCJ 
supervi sed by H.!. R. E. are not consi der~d terrl~ nees. . ., . 

Negative Terminees: Those clients who did not obtaln a maJor program benef1t at term1nat10n (ben~flts '? 2,.3, or 
Progr!3m Days: Number of calendar days from enrollment to termination with the exception of benef1t 1 Wh1Ch 1S 

measured at job placement rather than after 90 days of employment. 

TIME OF MEASURE 

Following CETA 
termination and at 
H.I.R. E. termination 

At H. I • R. E. and CETA 
termination 

At H.I.R.E. and CETA 
termination 

At. H.I.R.E. 
termination 

At H.I.R.E. 
term'i lation 

On the 90th dav of 
employment ' 

At H.I.R.E. 
terPlination 

At H.I.R.E. 
termination 

CLIENT CHARACTERISTICS: 

1. Prior work history 

DATA SOURCE 

Employers, terminees, 
Parole Agent or Proba~ 
tion officer 

Employers, terminees, 
Parole agent or Proba~ 
tion officer 

Employers, terminees, 
Parole Agent or Proba­
tion officer 

From that program sOurce 

Terminees on 
community resource 

Employers or 
terminees 

Program record 

PrOnral'l record 

2. Occupational Skill Level 
3. Prior Educational History 
4. Ethnic Backqround 
5. Legal Jurisdiction 
6. Type of Conviction 
7.' Length of Time Served 
8. Number of Times Institutionalized 
9. Types of Offenses 
O. Number of Offenses 
1. Length of Sentence 

.2. Existence of a Juvenile Record 

E X PEe TAN C I E S 

OBTAINED BY WEIGHTS 
tlin;mum 

Counselors 45% 

Counselors 15% 

Counselors 8% 

Counselors 2% 

COllnselors 30% 

Counselors $2.95 

Counselors 80 

Counselors 60 

SUPPLEMENTALS: 

Goal 

55% 

to% 

5% 

5% 

50% 

$3.35 

70 

50 

Optimal 

65% 

5% 

2% 

10% 

65% 

$3.60 

60 

40 

1. Cost/gO job completors (Benefit number one) 
2. Cost/program benef; t (Proqran benefit: termi nees \'/ho 

obtain any'benefit cateqor.y one through four) 
3. Graduate rate of enrollees supervised bv H.I.R.E. 
4. Training related employment . 
5. Wages for terminees in benefits 2 and 3 . 
6. Yearly recidivism rate 

40 

5 

5 

10 

5 

15 

10 

10 

7. loss rate between placement and termination in stable employment 
8. % of program capacity used 
9. Program length by various classes of benefits (one through four) 

10. % of referrals accepted by H. I.R.E. 
11. % of referi"a 1 s rej ected by other CETA pr09rams 
12. Number of enrollees entering individual slotting programs 

supervised by H.I.R.E . 
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11wrc nre throe I)riJ:l:lry areas in "ilieh :tJ 1 (;I,:l:"f /j1l'lillh!l'i: .. i 1 LlJ~' r:tt.~'.t. 
Supc('vJ[;01'C wrll he! l'aLeJ in n fourLh ,U'C,) \'dl~ch 1,;01'(' a~ll';·":''':':~:'''.ly l'l'l'h'\':,: 

their rc~;pon;; ihUH lC[·'. 
r··"cl' of ti"l .... "C r'lcLo""'~ "I"ll} 1,,, '''''''''ll "11t'l" '1,"11 ',')11'1"1""1 "'1,;·,1 " ... ', .",;l/r·" L"" .<',-,,, •• , , .... L,~ .... ,L. ..... h d • d,,_ \.... 'J: ' .. ' .'. 

client rOGPonGO~;. In raOGt CrJ.8C:;) ho':;'!VCl', Uw r!c.:'cl1.mt n~,i [i i,;: !·:i'.' t' '1' '.ri11 
contaIn [t prc-ulJ tpri:Li nc.'i.l au L.:~(lr::(! \';h i ell 1;'i11[; L h(' :: (·,"'Y;'j lli n [' .:: • if;,:'", (l~i L(~"'''~' 

nxpcct:mCLQG J or r;n:ilG, [t.ru sc·~ ill cor::.lt'Q(!L rt.(!~:)t,:i.a.Lio!t[3 !' .. :;~.-','~':~-~:~ ~~~:! ~·~:~t\r~·'J 

and :Lt~) fundIng f;:->U;:'C0f3. 

8k1: U Dm).? ~O~·7;;?i1 i; 1 ndu:i(:J L r.~::iJ ~c l ivjr,j C~; ;';1 ,i ell 1':'''.1 " .. , .',.,~. j' :i.: :'::0:.:::, '. 
expQilC.Lon~-a.cquiGl tion 0:' c}: 11 h; ;'.11:::c1l nrc :'.:~l~l. tcd -\," :::~ r ~." \.10::'~; cL.t) 
spAcifications. TIle r.'lI;.:3.SUrl~i:1rm t of thi:: rae tor i:-.clulQ.] (i. '::' r'.'!:-:~. : .. :: 0f HI. ~ 1. -
cipatcd skUl goul;;) idcnLifico.tio:l of I.ll.! VLvi UJ;!;; ',';1deft ';:~'r": ~::~·~,":.'tal:.::!a \,1.1.: .. -
ing the review.Iieriod) and a ctatc::nc!'lt from tl>~ c:::plo~,rc,~ t:. :,:,.; rJ~rcct of L,]. 

sldll up::m the job de~>crip t,ion. 
RCZo.tiOilcJdna include tr.8SC v:lrlrll,.1.'2'::; ~':llLch indj.:;~tt.f' l':~:;; :il:. :?'.:;inn o:~~: 

employee I sr"2I.7i'tionchip \';j tli. p2Cl'~; tin,] elien te' f': servf'd b;;:~,'C! ~<; ":1~':;. E:t:';~ 
variable is intended to r,ive :::.n ir.di(;:::~ti'::ln of ';:f,~~';:, P':'!':!;';:'; ,<::~ t;.~~ F.l·oliC! 't: .i:,~. 
about the profcsslon31 capubilitlcs o~ Ii.I.R.E. s~~ff. 

}~f3(10'i~}"..t/'zbf,Zit;.u iI1Clud-J:~ tIle st.ntC:~::~~lt of cX:;:'2cLed GltLc .. ·· ... ~l.,~ .. (!!" ~;o~tl[l. ~i!: 
factor COI10iGts of sp(:l'Jif~t{:d ()t\.i8cti';,~~~; ;'/ll.ich ;~:.:~t 11e ~ic:~\:~~~~·1:r.~·1" .. 2/i, l_':!l..!o\'!'''·~t.:~ .. -
bility coml"JriSC8 th~ sirJ.2:1e most imr:~l' L'luG evc.l"Yl.tioIl r['r.:~_:):,. 1 tis s.ba 
weighted \':l.th tht.:' hi~;h'2Gt nu .. 11ber of p::;~:·.tB. OJ.~J~(\:lC:'r; v;i11 y,::':; :'\1!' C~,Cil p;" ;. 
or uni L \'ii lhin th·~' [!~~cnc:i. 

TIl adt.liLiOrl J Dnp~Yr\t""i:-:o!'irtl t~t,aff ~·:i1_.l. l)(' 1':1>"',.1 .. >11 /.·"'l,·:..,~" I." T t., .. ~ "1 • _ ... 
.II \' !. 

IJl:?·it;·I:'::~' rrhic.; f'-Ielar inl!hldc:: l,L:WI~ '.";rhlli,'.: · .. ::ich I..'.'::'''~.'' :1., ~:ll;···!·'.'· 
'"-O-1:1':'-}--'{tlI1''' 'i'or1'~ ·il·r·t 'lr''''l -"",'[:-.\(' i .. 0 ..... p. I"'" •. ' ''''''''j' j .• ' , •. i ;'" l [" ' ... . ... 1..J".. vv .. ) ",,"4"n_ i.. ,,~j~ c,.,"J ..... "',J. ~' ... 1...- ·", .. \ .. J. .. I" .. ,·~ ... I'.J 1"'·" ., " " •••• ~ .. : .. . 

.:I~G'.)c:;, / il I LJ'j' I" l"j~(:'i,)'i 

r\:~: ::.:.).~,.~,_::::·.i~:l)':.r.:::. (t. I ! 

J:n ae\:0U!lt,rtbil"LL,Y f~!f}~C'r l~atip~.: ·;:-~ll bl_~ t..!t-··~fJtl~l;~ll ()~l H L~""!'~ll:t- t·~·l~:l_~: 

ir,dlcatln~; ro::;u1k; Hc;d(~\'ed for e::(~h of thc objcc!l,l'J'\::: i~:...':I;.iCi,.'ol 
below. Thc<.;'::! O~)j r:e L.ive3 nre uniJi~l~ t.o j(J~1 liuv(!loIu?r:.; OIll;; :\1:,1 <1.) 
not involve 0 totter r,)~jl t. iom; :In tb! [~~;t'll(':r. 

Euoh 0~)j(10t.tvc l~; \';('ightcll In ';:t1.il'~. 'ii!(! ~·j('l::ht.ll',; :!t!·l "'.It; .. ,::['.~ 
for thG fi.rst. objecLive hl a cCJll'2,:::t..Lvu one ani 1::; d,.!Lr>!'·,,;!:r .. i by 
G'::oring thn rC8ul~3 of all those scrt/eJ by the uni l! l'c;:;[.!.!'-Jl'::3a 0 C 
\':ho :i.ndiviclu[1lJy r::'l:r Inve been r~8.:;igncd to the t~,G}:. 

Th~ second objective is measured by intlt • ..-idual pcrfor;;fl!'l::~e o'll;:r. 
E!1cn job developer. \"lill have his 0'.',11 expectanc;:/ est3.blislti f:J a rate 
of develo~ent activity . 

The third 'Jbjective is also a l!ollectivc; perfor.!1,'mce raUnz [LIld is 
designed to indicate t.he qu,ulity of plaC02;nclIts v:hich at':) :Ichic\'ed 
througQ n.r.R.E. sLaff . 
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·,nl-

::'!':\'l' 1:1: i':tlT (1;0' ()i!. r f,:r:T I V 1-::; 
YtieobJue CIV0:3-'O-1;--t,h;'~":J()lJ lJ,'v,~l()p ;r';; n 1'\' ~I ~j ['01 1 ();t;:: 

1. 01.JL:lin .Tub I'Jrt~I'r,:nnk; 
iii7j!:~L'ccii-G.iZf~!·-··(jt'rl;;I:f:'Jm; r·~~~'r·rr(:u i.o ttte J(l:l jk","'lll;'i!; ·,:t, 
Unit. for job plHcf.'HnenL a:;~.;ir;VJCI(',(~ who nre (,j;·p',l()J·(·'t. 

2. Oll ~cd.fl il~~V0 J (w,'d 1':"1' l:tq;/~~ t';; 
ijT1cr~a tc. ~t, 1,;Trli~el1 (:~;crl--j.)~; c."!'!QTl'~);:~c IfdfJ\'\~:l~\Jr'~i" :: ! '~l L1"\Y~ '. i ~ll 
e:nI)lo:rcr for ()i:ui'i'eIldc"r (,":~'iill·':ir·;':'ll:. and [l(:,:,"::r' t ~1 rt(":': (:~ .. 1-r 1~) 

rcfIJr'r<Llu frrXIl ILl .H.E. A "(:·"'Vt'JtJ~··:i"r.\." \:'\li:',.in:,<I;:i·~ (d,l.\;"· 
'Lion ()~ n!'1'<H';~':';;\cml,~; or t.~~c.f(lll(JY'ip:;: . _ 

a. } .. xplanrtl,,:;.on of lI.I.!L!:" pr'Cl;;!,£-:1, ~:"1"''.·1 (>,-;: ([::'\ 
need for of!' cndc:, i2;:;!)lo:.i!:1(~n L 01'; ,)}' ~Li-:11 tL ('G. 

b. Identifi.cation Gf t:,~PIJ:"~ of job Or~\01'1,u;li Li('~; -::;1 i. c;. 
arc Guitablc fOJ' ];:Of;l, :LI.R.E. t'llr:ntel':. 
T,'~t· bl'- -"" .,. t P , .i i • '1 ' ., ~ .,., ,~ ... ( ... ) ... }., C. J: ... , 1 l~'L~:1t"l oJ. n 1 (. , .. aD ,e COntdQ" P",I .:>,)L, ,. .-,) 

rri11 represent t.he cO::-,:;J:lrw for pU:Cp'.JS83 of ,io":J "irtf(lr­
mation, sc',',,~,;;ninf7 jo":.J :ceferrnls, ar.d 1'o1J.( ..... ·.·-1.1;" c~,::­

tnctG for job referrals arid persons p]c.'Jcd in. '2:;1p:I:"~;-­
roene. 

d. COhlp18tion 8:111 proper :i! .. ir.~; cf nC_J~)1I f01·~.: (:: .. : 1!:.;'~~:'~ 

~o.rJ for coun:: e lin,,:; streff ar., C~r,:0!' CE"i.c f~ le;;. 

J. OtJ~"i,5_n rp:l~\-'nrll~l.C' ' .. :.!~"(':; 
'l'llC flO-ill' l:r\·:;~e-01;- t,L.;~ f'~:1!: ~~o.vc:d a~.~ L}'lC:/ Pli L.t'~' c::';;"'l r!~~';:: r':l L • 
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[,:.:T-:I:! .\::G 1:3 

1/1/76 

.. 7Tr"!:,...., 
.. ~..l'..11.11 

; .. :;:i~[)UrtLG 
AP?:r..:lm 
TO 

'!'r.~"S OF 
:.~~!~:;U[{E 

DP;TA 
,s8TFCS :.:l;J r". ,. :- - ~ .. ':-' I (70 

T" -, -, ~'''''!"''I , 

= :::",;._::: ;:3 
-- . -.-,,-,"-,,,,,, 
:- _.c .. ':" ~ •• _u 

: : =- ... =:~ r:~;, t.,:"CPED 
:: =-:':~-=7:3 

--::-0--- - .-;,. 

........ - .... . -1' .... ~_~ 

F:S\SC; :ll.B:SE 

Jr:FI1'~ITIO~!S : 

the percentage of 
persons referred to 
J.D. ',';;:0 are placed 
in e:nployr.ent 

the n~~ber of e~­
plOYOi'S ~\'ho are 
"dcNcloped ll for ex .... 
offender er;,plo~'1li€;nt 

'lii th H. I.R. E. 

the hourly ;\'agc of 
tl:ose e:aployed 

\J _J;".u ~'''' ..I.. 

j 
all/calendar J. D. 20% 40; 6C; 
terffiinatior.slmonth Dire~tor 
on 4.2 list 

all persons 
employed 
as reported 
to J.D. 
unit 

calendar 
r;;.::m.th 

ca1er.dar 
r:;onth 

J. D. 
Director 

J. D. 
Directcr 

6 {} 
u 

3.CO t 3.50 

lO 

3.95 

1. Redevelcpr.:'2nt---De·/81opnent of an er.;p1oyer previously de-ie1cped by EIRE J!:G·-;:tiY';g "t::;o cr: teri;}: 
(1) .resul tbr; frcm a change in persoTh""1e1 at t1::e e:nplcyer j or (2) resultir~,; "'ih8rf? tr.E:!'c n:;:e no 
recorded contacts "lith tl:e employer for a period of at least six r..onths (tl",eso' si t:.il3.ti(;ns :::-:J.st 
be pcrson:J.lly up?roYI~d by the JD Director in order to qunlify us 0. IIdcvelc·pcd" cO;;;~J.r(f) . 

• • • • • • • • • 
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An :H~Wl1l1l:,,:t1)i I j':':1 C:P!L'lr' 1':1 Lir.:~ ,:,: lib" ("'r"p"I:,";! 1111 '. ;' I' 1;1'': I"!',:i,; 
ir:dicuLillg rcuulL~j achlrJVC:U for e~~ch oj' [,It:· (.Jl)j(.!I:~i .. ,.,:; i;l!l:.:j'i ... d 
belo':! . 

1~ncl\ ol)jc(!Lf.v(! :i.G \'i''JigllL~·!d jn '/tl"lU0.. 'j'LH! '/.·cI~.):hLirl~; 11"'f'_~f.~,:r,.; :1 
pl'Lorlth;uliOtl 0(' rllnctirlll~j ;'ihidt eOl"r'(':jiJ,)nd lor) 1.1l'.~ !,),:i Linl! ::,i'·,~irL .. 
cation:;. Expect.cd r,oal outeo::1';);;) ar"J al!:o j.ch~lt.ified i"l at~';tj:{\q L'J 
on a.cc8ptaole ranee of r..inir,l\_:.'!l '~o op~ilnl Oll"Lcr_'.:!~~::. ~":.~d\'~';-::::::l(!~ 
bGlo\'! or ueyvml tIl:; cxpcc t'lIl:~Y ranG;:.! \,/D 1 l'cqu 1. "t'(., ~; P J;~ 1 '! \ ~,Ll"..!ll t.i on. 

STAni.fEllT O? OB,TECTIVES 

The obj ec tivcs of the Job Seckin[J Skills irLGtructrJr 21'0 n.~; fo1lO"':G: 

1. Develop Tra.inad'Job Scnkcrs 
'J.'11e p2rcen~:lGc of, pt:ll'sons i',:-;) complete cb:..:;s~'oC'!'1 or ir,cl:~v lcual 
job see}=i,ng skills instructian who outain f1.1] 1 or p~trt-tir:lc 
ernplo;yment. 

2. Train Job S8(~ker~ - -
The poreen tG.'1c of persons referred for Job [;('(:1:; r'~; ski 11s 
\'1ho o'bt3. in and cO~i1plete e1 tIl>'}!' cla.ssro~;'l tl'air l ll':: o~' j r: li­
vidua.l tutorin[J. 

J. D~\rclOI) Pc.!:"so!11.1 IrlLc\rn,r·lp·,':Ir.:·: J'..hj1·1 L~~p:~ 
'f.hc IJer-cen"Lc.t:2 of r3r2("~rl~-C~-'~;1~.C01~fIl~.~--j7';b ~:(~~~}:irG £~1::'1~l3 t!~8.ir!­
ine \':ho nre fntisficd that -::1':'Y ;'I,iVC n'.lffi('icutl:; :::l::'~',;J.G,:d 

their intervie,';ing nb-Ili ties in ordC'::' to ob to.in n j C"'o. 

1..,. DCT/elop Person",l CI).;::aurtications il.bilities - --The pCl'cen t,:1ee r)f persons c(;'~Iplc L[ ns j 00 seekin::; s~:! 11 s traiIl-
:ir[ wh'J are satisfied t!n t, they h:lve ~p_lffident1y i:lC:',;1':-:8c! 

their ubil ity to cOimlluni.cClte c;:p.:!..0J'3.blc u::wcts t::J r YL";:-;;J1~:1 
ernplo;)'crs in order to obt:-J.in 3. jorJ. 

5. I\:vclon SDcci3.1 Intcrv0~lti.O:-~ .s}:111~~ 
'rhe PC~CC;'ltage of PCl';JC!1~--C,Jtl/Ll~:Ti1C J~):'~ .,;cC'kiL,~ [j~:i 1 b tr2.1n­
il1i~~ '-"/ho are satisfied tl1:lt t::~:r It~lVQ sui'l.~ic.L~rrl,~j" i!'~(!!'c:~~~ed 

thc:ir ab'i.lTticG LCI jnL(:cvc:t~'; ;;I\f~eiHl n~'0bl r':l m't'u:~ ';,'dc'll ~lrc 
d('emelll.,y H.LH.E. tu Ll' 31':; 't'~:!ltl. b:HTi:>l'::: tn (':p~,,:::;·,!'\t. 

c). flev('1op l\bfl [L~' to Di[;(~l('::(~ (\)!lv i d,'I(l[1 r:t'\'l"'(l:~ 
thepc1'C0rlT~eoo'j'-!~~1;-;X)11~;c:::-:i)fcCii;:5-~jl;l)-·~;;·;.~}:-tl'_~ ::'l: L 1 1~; Lru i 1\­

inl~ \',110 :t 1·(~ ~,,~l L·i.~:f'.i (~:l Lh'l L ~~lt_\'/ lrlvt' ~:uf'r'l e! 1"1 i.' :~ .. i :It.'r·- ~~!;l'\1 

l.ltc~i,t, abL1[Ly tfl di!:\~I()!;,: !::··ir ('('il:!itl:ll !",'('d!',:,: :': :' "','\11:::·' 
1,a l'Y mannl'I" uo as to raj ni!::i .:':! ~lh,: :iHlr~tC i. oj' Lh\..' l'l',,!C~'t.1 011 :"hl! 
job souiSh L. 
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