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INTRODUCTION

A. Background

As part of its National Evaluation Program, the Law Enforcement Assistance
Administration's Mational Institute of Law Enforcement and Crimiral Justice
has commissioned a study of community-based programs providing 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 analvses were the result of site visits to the proarams 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 bhusinesses.

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

e client vocational assessment;

® job readiness training;

o Job seeking skills training;

e Jjob development and placement; and

e follow-up after job placement.
This volume presents selected materiais collected during the employment
service program analysis. These materials may be of value to other

programs providing employment services to prison releasees and other
ex-offenders.

B. Contents of This Report

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

Appendix A presents materials used by Project H.I.R.E. in Minneapolis,
Minnesota, 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 thallenging and the factors companies consider in
hiring employees. These ratings help counselors understand client
perceptions about the world of work and assess the client's work potential.



The first appendix also includes a Career Education Assessment Checklist.
This Tist presents a number of factors to be considered bv a counselor
in the process of employment planning with the client. Topics covered
include:

o determining the nature of the problem;
e determining client needs;
e determining employment needs;
e clarifying priorities and problem areas;
e ectablishing an employment action plan; and
e establishing an alternative action plan.
A Client Career Planning Form is attached to this checklist.

Job readiness materials are presented in Appnendices B and C. Appendix B
is a job readiness test used by the Parole Rehabilitation Employment
Program (PREP) in Columbus, Ohio. PREP consists of a two-week job prepa-
ration workshop followed by job development and placement activities.
This job readiness test is administered %o clients both at the beginning
and conclusion of the classroom sessions as a means of measuring client
progress. The test is composed of statements about completing an employ-
ment application, 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 "No" 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, I11inois, 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 Tatter 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 D-G. These
are utilized after a client is considered job-ready and is beginning a
Jjob search.

Appendix D 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 appiicant can
indicate possession of those attributes, a Tist 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. ‘



Appendix E is a hand-out distributed to clients by the job seeking skills class
instructor at Project H.I.R.E. in Minneapolis. It presents suggestions
concerning one of the most difficult aspects of the job search process,

the "cold call."” Sample dialogue is included to illustrate the points
covered: establishinag contact, developing interest, arousing interest

and closing the conversation. Although the "cold call" to employers is
difficult, it can be an effective way of securing a job interview. This
brief hand-out is designed to help clients improve their technique.

Additional materials from the H.I.R.E. Job Seeking Skills Class are
presented in Appendix F. These include hand-outs concerning the employ-
ment application form, the interview and the explanation of potential
Tiabilities such as conviction records and drug or alcohol probiems.

Pppendix G is a brief wallet reference guide prepared by Science Research
Associates, Inc., for use by anyone looking 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.
Althouagh brief, it includes important advice concerning selecting a job,
finding job openings, completing an employment application, preparing

for an employment test, preparing for the job interview, interviewing,
and following 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-
Topment staff members rather than proaram clients.

Appendix H is a 1list of basic suggestions for job developmen' 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. Clearinghouse staff find that the 1ist serves as a good
summary of important 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 1is written in
language specific to Employ-Ex but the points made relate to job development
activities conducted by staff at all employment services programs serving
ex-offenders. 1In most instances, job development is a technique learned
through experience. Most job developers interviewed at the fifteen sample
programs found it difficult to explain "how" they perform their functions.
Additionally, most admitted it is very difficult to train new employees

in job development. Thus the Employ-Ex manual may be of interest to

many other programs engaged in job deveiopment. Topics discussed in the

- manual include:

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

e Job Criteria
e General Things to Do in Job Development

-Explanation of Program Services
-Contact Persons



e Seliina Points to Cover
o Overcoming Objections
e Cementing Relationships

Attached to the procedures manual are samples of a follow-up letter from
a job developer to an employer, an employment 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 emnloyer. The form provides a brief summary of a

company's characteristics and needs. Information collected includes:

o description of company and products;

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

o experiences with ex-offender employees;
e Drerequisites or requirements for employment; and

e Other information related to job mobility, training
- opportunities and available supportive services.

Appendix K is a work evaluation form used by Assistance to Offenders, Inc.
(A.T.0.), a supported work program for ex-offenders in Atlanta, Georgia.
A.T.0. 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 submittina 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 L and M relate to data collection and evaluation activities
which can be conducted by employment service programs serving ex-offenders.
Appendix L is a monthly client data form completed by all counselors at
Project MORE, Tocated in New Haven, Connecticut. Project MORE staff
compiete both daily log sheets and indivi ‘ualized client progress reports
to document their activities. These are summarized on a client-by-client
basis on the enclosed forms, which are utlized by the program director

and assistant director to insure staff accountability and trace client
participation in the program.

Appendix M presents materials concerning a Management by Objectives
approach utilized by Project H.I.R.E. to assess program and staff effi-
ciency. Very few programs contacted had established such a system, which
relates individual staff objectives and efficiency ratings to overall
program gbjectives and program operating efficiency.



Fach H.I.R.E. staff member has a numher of specific objectives related
to skill development, peer relationships, and accountability. A1l
objectives are weighted, and expected levels of achievement are agreed
upon. Staff members are prated according to their personal objectives
each month, and the scores are then used to develop the percent of
operating efficiency of the proaram as a whole.

To illustrate H.I.R.E.'s 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:

e Job Satisfaction Factor Scale

o VYork Relationships Satisfaction Scale

« Hiring Considerations Factor Scale

e Career Education Assessment Checklist

s Client Career Planning Form



PRE/POST ASSLSSMENT TUELIENT NAME:
Date: Counselor:

WHAT DO YOU WANT?

People differ in their opinion of what is importent to them in a job. Pleassc
indicete, in order of importance, the factors you feel will affect ths amount
of satlsfactlon you get from your job., Place a number 1 in front of the Factr
which 1s most important, a number 2 in front of the factor of next importance
and so on. Rank number 12, the factor which is the least important to you.

Advancement possibilities Understanding4reatement from

Pay recelved supervisor

Company I can be proud of Security and sense of future

Clear understanding of what is ____Opportunity to apply.my training
xpected of me T and know-how

___Lo~-workers who are considerate, Doing work I like

T friendly and competent Benefits (e.g., sick benefits,
_____Hours of work vaction, free insurance)

T lorking conditions (confortable, cleart, free of noise, odors)

In many companies, there are several varled fungtions. Each function reguiver
workers with particular preferences. Indicate in arder of importance the typt
of work relationships you feel would prove most satisfying and challenging.
Place number 1 in front of the words thut best describe your feeling and then
go on to indicate your second, third, fourth cHoices, etc., through 9.

WORK WHICH INVOLVES:

___Influencing nther people Emphasis is on working along withou!
TTTprimarily """superv151on

forking with hands and doilmg . __Fmphasis is on team work—-group
mechanical things — accomplishment

Working with ideas where you Emphasis is on working carefully
cen Tigure out the “why" of supervlsed

things Empghasls is an variety of new
Working with business detail situations

(figures, files, records) Combination of two aof the above

“(which ones?)

WILL THE COMPANY HIRE ME?

There are many factors which companies cohsider when hiring people. Indicate
order of impcrtance whirh factors you feel ¢umpanles will consider in you wher
you go for an interview. Place a number 1 in front of the words that best
describe your feeling, and then go on end indicate your second, third, etoc.

Previous working experience My gonviction record
.~ Educational background T Racial backgraund
Whegre I 1live T UWhat I want in a job

My wark skills Uther (describe):

o
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CAREER CDUCATION ASSCSSMENT (3.0) CLIENT NAME:

Date of Assasemeont:
Nsoesshent Interviower:

3.0

CONDUCT CARLEN COUCATIDN AGSESSMENT

3.1

Determline Nature of Problem

A.
8.

Provide Pre-Assessment
Consider educational/training factors
___less than 12th grade ___ Functionally illiterate
education other (describe)
never heer trained -
T For a job .
Previous employment history: (check completeness of employment
application)
sparadic employment absentecism
~ record T frequently terminated
never worked work attitudes
T work hablits “ho visible occcupational skill:
___other (describe) -
Personal factors: :
alcoholism drug useage/addiction
T marital situation Tfinancial situation
" personal values . T Tanility to cet along with others
T conflicuing with Tan the Jjab
American work ethic mentally handicapped
___physically handicapped ~— persona. motivation/desire to be
___age, sex, and/or race  employed
___other (describe)
Physical factors:
___personal eppearance ___no place ta live
needs work clothing needs special tools or equipmopt
~completely withaut T otner (describe)
T funds —
Job seeking factors:
persanal appearance doest't interview well
doesn't handle an T can't describe saleable work experience
T employment epplication T Thazy about work record/background
well T zould use J.5.5.
___other (describe) -
lWiork -Expectétions:

1.
2.

[2olN N a g I ; ol W
L]

Expecteg salary range:

Concern for job with promotional possibilities:

Concern for certain tvpe of job or work field:

Concern about working conditions:

Concern for specific work hours yr work schedule:
Concern For a specific geographical location for a Jjob:
Special expectations from employer:

Any other crucial expactaticns:



ASSESSMENT (continued)

3.2 Determine Clientts Nawds - .
"yhy do you feel in need of @ job at

-10-

this particular time?"
tisfy a need for a certaln salary

for -aily survival L
" for certain level of level
T prestige/status __for a feeling of self-worth

to beat a rap ___to modify 1ife/wark styles or values
“to yield to external —__other (describe):
T pressures

3.3 Determine Employment Needs

Have client respand to "What do you want when looking for a Jjeb2n

a.
Consider responses when establishing job goals.
b. List client job preferences in order of priority. If client has no
preferences, or doss not know what he/she wants, indicate UNKNOWN'.
Job Title/Field Priority Why This Priority
1
2
\ 3
I {

13 s 4
Clarify Unknown Priorities/Problem Areasg

de

b.

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 seeking employment, the following should be conside

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 clien!

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

skills upgrading.

4, Career Education Counseling--~re-assess information aslready gathgy,

check problem areas impacting on placement status. Explors with
the client employment areas or alternatives to emplayment, to aid
his/her awareness of skill areas and how and where these skills
can be applied or improved, in prepsration for eventual placement
This is an on-going process which should be used throughout the
Development, Placemsnt and Retention process. Other resources
which may impact on placement status should also be considered.

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.



AGGESGMENT Ccanﬁinued)
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Establish  Reallstic Employmint Goals:

b
Job Title/Field Priority Wy thils priogrity?
1
2
b 3
J
c. ‘Consider labor market .conditions by consulting one or more of the
following-potential resources:
l.. Job Developer possibilities—--
2.- Job Bank possibilities---
3. LClient contact possibilities——-
L, Consult descriptive material, such as OCCUAPATIONAL OUROG: DOT
VOL. I;.or other information avgilable.
de Consider time parameters. Establish length of time and hopes ©uf accom
. plishment within a specified periaod of tima.

‘g« Lonslder your role with your client, snd where appropriate, 9ther roles
relating to referring source. Deal with personal concerns, issues ar
other .problems. )

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

§< Should the: job goal go unmet within a'specified period of time, what
alternatives might the client consider, if any?

"PRIORITY 1 30B ALTERNATIVE:
-PRIORITY 2 J0B ALTERNATIVE:
OTHER ALTERNATIVES:

h. Complete client worksheet

i. Refer file to pragram toordinator for statug veport



ASSESSMENT (3.0)

FORCE FIELD ANALYSIS
WORKSHEET

Client Name:

Counselar:

Date Prepared:

GOAL:

RANK RANH
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ASSESEMENT  (continued)

3.6 Eatablish an Alternative Action Plan {where applicabla)

b. Establish Realistic Alternative Goals:

Alternative Title Priority Why this priority?

1
!
2
3
- €. Consider availabllity of resources needed to achieve the goal, by
consulting one or more of the following potential resources;

1. Job Bank Vocational possibilities—--

2. Consult Descriptive materials---

3. GConsult community resources (i.e., MDTA, CEP, VOGC/TECH, Educatlion
facilities, DUR, TCQOIC), providing services, for information on
availability of chosep priority and means of attaining the priority

d. CGConsider time parameters. Does the client have a means of sustaining
bim/herself during this time? Also, establish a length of time and
hopes of accomplishment within a specified period of time.

e. Oonsider your role with your client, and where appropriate, other roles
relating to referring scurce. Deal .ith personal concerns, issues or
other wroblems. o ’

f. Consider follow-up methods which 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 GOAL:-

PRIORITY 2 EMPLOYMENT GOAL:

OTHER EMPLOYMENT GUALS:

f. Complete client workshee®

1. 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 RESQURCES WHICH MIGHT BE HELPFUL

Nature of Problem Pussible Resources/Resource Pepple

Educational/Training
Background

Previous Employment
History

Personal Concerns

Physical Concerns

Job Seeking Factors

Other

2. JOB GODALS AND ALTERNATIVES

Job Title/Field of Work Priority Alternative

1

3. 0Other Concerns:
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APPENDIX B

Parole Rehabilitation and Employment Project
{PREP)
Columbus, Ohio

Job Readiness Test

This true or false test js utilized to assess the job readiness
status of program clients. PREP staff use the job readiness
test results to help distinauish clients who are ready to look
for a job from those who need additional job readiness training.
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JOB READINESSH IEST

High School Diploma.
Good personality.
Job experience.

Lack of work history.

A record of father's job experiences.

When asked to complete an employment applications:

6.

AGE
N

1.0,

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

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 employer finds out, he will not hire you.

Print carefully and answer all questions to the best of
your ability. : -

s
Try to leave no periods of time in youxr work history
unaccounted fox.

When preparxing fcr a job interview you should:

L1,

ADDRESS
F.J
0

134

4.

Go out and buy all new clothing.

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

See that your present clothing is cleaned and pressed.

Wear colorful and festive clothing.

Before leaving for the interview you should:

lsi
16,
17

.8,

Clean youxr tennis shoes.
Take a bath.

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

Be sure your hairx is combed.

When preparing for the interview should:

19.

<
220

-

Before going out you should call the employer and ask
about the salary,

Call and ask the employer about fringe benefits.,
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21. call the employer and ask fox an appointment.

22. cCall the employer and tell him you are the man for the job.

23. Write the employer stating your qualifications and ask for
an appointment.

When preparing to ¢go on an interview yeou ghould:

24. Get to know someone close to the kusss becauwse this pexson
may have pull.

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

26. Call someone in the Pergonnel Department ard tell them yon
haven'i. worked for several years and you really need a job.

27. Call and tell the emplover you know a lot of people who will
buy their products if you are hired.

28. 1Inquire from people you know who already work there to find
out as much as you can about the company.

When g2ing for the interview you shoulds

29, Bring eithex your mothex, or wife to help you.

30. Bring two friends with you for a job =o they might get a
job at the game place and be able to help you.

31, Discuss the job with your counseler and try to .decide the
best approach.

32. Prepare an outline of your education and qualifications.

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

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

35. PRe sure to arrive at least a few minutes late so that the
employer will realize you are a buzy man also.

36. Tell the receptionist you are late becauge you heard the
employer never keeps his appointments anyway.

37. cCall the day before to confirm your appointment.

If you find you cannot keep your appointment:

38,

39.

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

Write the empleoyer a letter and tell him you think the job
might be tco difficult foxr you..

P

Nt

0

()

()
()



40,
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(.all the employexr and explain your circumgtances and ask
for 'another appointment.

41l. cCall the employexr and ask if he can arrange transportation
for you because you are handicapped and don't like to xide
the bug.

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

Upon arxival at the place of interview yomu should:

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

., 44. Approach whoever seems to be in charge and tell them all
about your handicap and agsk them what they know about a
jobb foxr you.

45. If ycu are told to wait insist that you have an appointment
and must 2ee him immediately or you will leave.

46,

Announce yourself to the receptionist and tell of youx
appeointment and await her instructions.

While being interviewed you should:

47.

48,

49.

50,

51,

52.

Tell the employer that your last employer was very unfair
and took advantage of you.

Be sure and look around the room while thke employer talks
to ycu so that he knows you are impressed with his office.

Tell him what you have learned about his company and products
and that you would like to work foxr him.

Talk rapidly so that the employexr will not have a chance to
Say nC.

Plan on telling him in detail all about your handicap and all
yvour gerious financial and domestic troubles yvuu have had.

Take a genuine interest in what he gays and ask for the
opportunity to work for him,

At the clese of the interview:

53.

54.
55-

56.

57.

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

Ask when do I get paid.
Ask when can I have an advarice.

BRe sure to ask him what time lunch is and how many breaks
you are allowed.

Thank him for the interview and tell him you will await
his decision.



When on the job and you do not undexstand directions fully you should:
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58,

59.

60.

63,

Ask your supervisor,
Call a relative or friend for his ox hexr advice.

Go dixectly to the top man for he really knows mexe than
the supexvisor.

Ask the firat perszon you sece.
Contact youxr rehabilitation counselor and ask him.

Quit your job.

After you are on the job:

N4,

a7,

:.78 .

when you have worked several days show them you mean
business and ask for a raise.

Donft work tco hard because they are not paying_you much
anyway.

Wwhen you are told to do gomething you don't like xemind
them you are handicapped and shouldn't be asked to do
this work.

Discugg any problems you have found at work with your foreman
and ask him for suggestions.

Discugs all your family problems with youxr co-workers and
agk for suggestions.

1f you plan fo change jobs you should:

09,

70,

71,

",30

74,

75,

COMMENTS. 2

Analyze tne new opportunity and make sure the new job
13 secuzred,

Tell no one of your new job and don't report foxr work at
your old job.

Dizwuugs your preposed job change with a gqualified employment
cenngelor .

Tell the new employer you feel obligated to give youx present
employexr two weeks' notice.

Tell your present employer that if he would give you a raise
vou would notr quit.

Try to convince other disgatisfied workexs to make a change
with you.

Thaak yeur formex employexr foxr the opportunity to have
worked for him and wigh him well in his business.

e
e

”™
——t

-
Nt

N

o~

Lt

o~

-

o

TOTAL SCORE



APPENDIX C

Community Correctional Services for the
Sixteenth Judicial Circuit
Geneva, I1linois

Job Readiness Checklist

This checklist is utilized 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-
viewing. Additionally, space is included for the counselor to rate
the clients' performance during role-playing interviews, simulating
an employment interview situation.



1.

@ 2.

3.
4.

6.

7.
® 8.
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JOB READINESS CHECKLIST

Application
Examine the Form
A. Reading Directions
B. No Blanks

Complete & Accurate Data

A. Dates are Important

B. Address' are too

Saying the most in a few words
References:

A. Who they are

B. Where they are

Practice Application(s)

Final aApplication
What to Bring

Social Security Card

Driver's Licence

Final Application

Certificates, Commendations, & Awards

Transcripts From Training

No Friends!:i

Work Samples

Resume or Listing of Skills
Interviawing

Appearance — Discussion on physical aspects of interview

A. Dress

, o I e s
B. Grooming S
C. Attending e s, s
D. Eye Contact SRS W

How You Sound -~ Discussion on spolen aspects of interview
A. Street talk

. e Vi
B. Sincerity —
C. Aggressiveness —
D. Perfo{mance }ndicators o
E. Positive Attitude -

Where You've Been - Discussion on offense

A. Talking straight .
B. Turn it around —
Poor Great
Role Playing Interview 1 2 3 4 )
Critique
Role Playing Intexrview Poor Great

Critique



JoOB SEEKING
SsKILLS MATERIALS



APPENDIX D

Parole Rehabilitation and Employment Project (PREP)
Columbus, Ohio

’

Jdob Seeking Skills Workbook Materials

The PREP program consists primarily of a two-week job preparation
workshap designed 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:

o Employment Interview Checklist - What an Employer
Looks for in His Employees and How the Client Can
Let Him Know He Has What the Employer is Looking for

o Job Seeking Skills Checklist

e Application Letter Instructions

e Sample Job Application Letter with Resume

e Instructions in How to Make an Appointment for
an Interview

e Uaitina Room Etiquette Advice



WHAT DOES THIEE EMPLOYER TLOOK

FOR TN IT1S EMPLOYLRES'?

weli-confidence in ability to do a.
the job

Yo ¥ o ¥ R W R oL % K X% %R R W E R B K K R B

An ability to gel along with fellow a.
employees
b.
P I NI I ST VR O G S S O
Knowledge of the job/company a.
b.
TEETEE R R I S T S SN S S I
Depaendability a.
b.

HOW DO YOU LIl HIM KNOW

YOU HAVE WHAT NIR'S LOOKING KOR?

Describe your work experience Yeolated
to the job

Describe training o1 education which
ptepases you for the job ‘

P B R S R S S A A T AR

Re friendly, but not owverbeating in
the interview

Tell the ¢mployer berore he asks that
one thing youv have learned from work-
ing is how to get along with people

n the begiaring »f the interview
briefly desciribe the job - - - 1y
would like to apply for the shipping:
receiving clerk pusiticon. 1 have hel
aimilar jobs din *the past and | am
interested 14 working here.

Questions 1f good, can indicate your
enthusiasm fo¢ workinyg with the con:
pany.

"How many people would | be werking
with in the bookkeeping department?”

"T’ve used your tire pumps for a lonr
time, Do you make any oiher pumps?"

41 kpow many ailrlines offer pass
privileges as fringe benafits. What
is youx policy?”

win my last job '} used « Burrnughs
bookkeeping machine what brand do
you use here?n

ERE D ST AN JEE D R REE VD S I S G S

Be on itime for the i1ntervigw

Folleow through on the trcall back!
closing.
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WHAT DOES THE EMPLOYER 100K

FOR 1IN IS EMPLOYLIS?

Ability to fit company image on
and off the job.

ok % ¥ K K K H K X K X N R R KKK XK KK

Few perscnal or environmental
., problems.
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a.

HOW DO YOU LET IIIM KNOW

YOU HAVE WHAT HE'S LOOKING FOR?

Dress appxropriately for the job.

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

LR I S I R S A O

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

Describe how you compensate for any
problems you have which do affect
your job performance.
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HOW MANY OF THISE THINGS TIAVE 1 LEARNED FROM JSS7?

ABILITY TO EXPLAIN SKILLS

ABILITY

Must use several different statements to support joh choice such as:
past work experience, related work experience, training, aptitude ox
intelligence, hobbies.

Must describe work skills using names of machines or othexr technical
texminology appropriate to the job goals.

Must be able to answer the question, “Why should we hire you?® by
referring to his skills.

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 little
about yourself,” by citing work skills and abilities,.

TO ANSWER PROBLEM QUESTIONS

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

Answers to ques ions in these areas must be short and end with a posi-
tive statement sbout hie being able to do the Job

If the problem is visible to the interviewex (age, physical handicap,
etc.) the individual musi mention it within the first few minutes of -
the intexview.

APPROPRTATE APPEARANCE AND MANNERISMS

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

Must maintain good eye wontact with the intexviewex, must refrain
from exhibiting nervous maunerisms.

ENTHUSIASM FOR WORK

e ——————
ey
S —————————
et s ——

Must state sometime during the intexview that he wants to work oxr indi-
cate desire to work by asking, e.g., about overtime.

Must walk in and out of the interview situation briskly.
Must have a firm handshake.
Must ask specific questions about the job.

Must use a '"call back” closing.
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LETIER OF APPLICATTOGN

lettex of application has several objectives. 1) It should intexest the
mployer in your qualifications so he will intexrview you. 2) It should
yccompany eithex a resume or a completed applicatior blank. 3) It should
indicate some interxest in the company.

H{iW TO PREPARE A LETTER OF APPLICATION

"he lettexr of application should be prepared very carefully. It can make

he difference between an employexr's passing it on to the personnel office
ith a note: "This looks worth a followup' ox his quietly depositing youx
etter and application in the wastebasket. Here are some *mustsY to observe
n writing your letter:

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

2. Use standaxd 8%" x 11" white good quality bond papex.

3. Type the letter or have it typed.

4. Be very careful with spelling and punctuation. If you are not
sure of the spelling or precise meaning of a word, consult the

dictionarxy--or use a word you feel sure about.

5. Be brief - no more than a page. Businesslike letters will xeceive
more attention.

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

7. Refer to your 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 aftexr mailing your lettex.

9. Keep a carbon copy of the letters you send.
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Mr. wilbux R, wWilson, Personnel
John Wood Manufacturing Company
500 Como Avenue
St, Paul, Minnesota 55116

Dear Mx. Wilson:

Recently I learned through Local 120 Teamstexs Union of yqux company's
operations and plans to extend the government contyact fox bomb casings -
that will open positions in the welding department. I would appreciate
your consideration of me as an applicant fox weldex.

Priox to and during my incaxceration, I've been practicing this trade.
Most of my experience has been with manufacturing firxms similax tp youzxs.

Fox your review, I am enclosing an application of my qualifications,
I would appreciate the opportunity of a personal intexview with vou
should you wish to discuss my application fuxther.

Sincexely vouzxs,

wWilliam J. Adams
Enclosuze.
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tax H5 WilLliam J. Adame Date of raoasume

Ui llwatex, Miun. Date of Birth
Marricd - 2 childxen
6' -~ 185 pounds

ployment Objective - Weldexr; Sheetmetal - Punch Press

1950 10th Grade Central High School, St. Paul Subjects: General
1768 GED vocational Tech., St. Paul Subjects: General
1467 Welding School, Vocational Tech., St. Paul Subjects: Welding
1267 lst Class Boiler License

1967 Blue Print Reading Service - Marines 1950-1955

Rank: Corporal Transportation

Experience

966 to present, working in Power Plant doing

nalding, assembling, shipping farxm machinery. Supervising and oxdering
q1aterials for institution shops, farm machinery, Foundry, Powexr Plant,

iijachine Shop. Setting up and operating Hugo Punch Press,; the caxe and

waintenance of shop tools and machines too.

1964-66 Waldorf Paper Company. General factory then moving into Maintenance
Shop operating drill press and Electrician's helper.

1958-64. Coit Manufacturing Company assembling furnaces and pent houses,
then moving into Welding of fuxnaces and spray painting.

Special Skills

Jperate vaxious typés of visual equipment. " Blue Print
Advanced First Aid Good Reading
“mall Engine Repalx 75 words per minute
Typing
Hobbies

References
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HOW TO MAKL AN ATPPOINTMENT FOR AN INTLERVILW

You should have a prepared introductory statement and know what information
you will need to report for an intexview.

Sample introductory statement: "This is (name) and I'm calling about the

opening you have for a (job title). Could I come in and talk with someone about the
job?u

Sample introductory statement: "Trhis is (rname) and T'm an experienced {170
title). Do you have any openings I could come in and discuss with someone?”

You should then be prepared to request the information you need, and to spell
youx name for the recepticnist. It is also possible an employer may want you to
briefly describe youxr skills over the phone before he meets with you. Be sure to
sound enthusiastic and positive about youxr ability to perform the job you are
applying forx. o
You need the following information to intezview:

Date and time to report

Name of the interviewer or person to ask fox

Where you should report

How to get to the company if you don't already know

Job title of the opening

WAITING ROCM ETIQUETTE

Some employers you go to see will ask you %o wait. They may do this simply
wecause they are busy or possibly to test your patience and composure. Use this
walting time constructively by preparing for the interview.

Keep calm and go over yuuX answers to problem questions 30 you will be able to
‘leliver them well in the interview. It is probably not a good idea to study the
vor ksheet on which you developed these answers because if the employer sees it, he
ray think you are trying to hide something from him. Going owvexr these gtatements
in your mind is also good practice forxr the actual interview when you would cextainly
a0t have the worksheets out.

If there is literature about the company on display in the waiting room, it
rould be a good idea for you to read through some of it for two reasnmns. First
£ all, you will look interested and enthusiastic about working for the company.
.econdly, such reading will help you sound interested and enthusiastic in the inter-
tiew by giving you some background to intelligencly discuss the company and the job.



APPENDIX E

Helping Industry Recruit Ex-0ffenders (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 employment interview.
Four main points are covered:

e 6establishing contact;

e developing interest;

e arousing interest; and

e closing the conversation.

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

A telephone call 1o companies who might need somcone with your skills or
interests 1s a very good method of obtaining 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.

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

1. Establish contact 2. Arouse interest

3. Develop interest 4. Close the conversation

1. Establish contact
You need to establish contact with the person who hss the responsibility
to hire people. Otherwise you may be trylng to convince a receptionist or
switchbogrd operator to interview you.
An éxample which can be used:
"Hello, I'd like 1o speek with the Personnel Manager -- could

I have his name please?"

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

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

2. Arouse interest
Once you have the person who does the hiring on the phone, don't pause.
Immediately try to arouse the employer's interest by introducing yourself
and telling the reason for your call. You should introduce yourself in
terms of the skills or interests you have that the employer values.
Example:

"Hello, Mr. Mason, this ig Tharold Krammer, and I have experience



&

as a shipping and recciving clerk."
"Hello Mr. Morris, thic is Alton Hegson, and I have an interest
in photography."

The first sentence should contain two things -~ your name and a state-

ment about your skills or interests.

Develop interest
If the employer is at all interested, develop that interest by s*tating
a few work experienceg, related work experiences, trailning experiences,
educational courses taken, aptitudes or hobbies.
Example:
"I bhave worked with the multilith machine for 4 years,"
"I have completed a course in the operation and repair of
diesel trucks and I have driven a semi for 2 years."
"I have just completed a training course in business practices
and I am excited to put it to use on a job."

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

Close the conversation

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

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

Example:

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

thought you might want to interview me, sey {his afternoon or

tomorrow."
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"Yes, tomorrow at 2:30 would be fine. Thank you for your time.

Good bye."

REME!BER
Even though the employer will not interview you or 1s not very polite,
always close the conversation with "Thank you for your time." He might have

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

EXAMPLES OF A COLD CALL

"I would like to speak to the person who hires factory personnel.*

"Mr. Mason, this is Tharold Morris, and I have had experilence driving trucks.

I have done most of my truck driving in Minneapolis, 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 Monday, Tuesday or Vlednesday of thisg week."

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

Establish contact: "I'd like to speak to the person who hires for your
company -- what is his name please?”

Arouse interest: "Mr., Means, this is Lenny Crisco, and I have had experience
working on foriegn cars.”

Develop interest: "I have also completed a vocational school course in
mechanics and I am very familiar with the use of metric
tools,"

Close conversation: "I know you sometimes have openings like this so I thought

you might have a use for someone with my skills. I would
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be available for an interview any morning this week."

Close interview: "Yes, Monday at 3:30 would be fine. Thank you for your

time. Good bye."



APPENDIX F

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

Job Seeking Skills General Material

These materials are distributed bv the H.I.R.E. Job Skills Class
instructor to all job-ready clients who are looking for .jobs.

They include instructions on comnleting an application form and
advice on how to act and to explain problem areas durina an employ-
ment interview. Such problem areas may include prior convictions,
drug history, alcoholism history, learning problems, past firings,
or many past job chanaes.
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THE APPLICATION FORM

In most cases, it is best to write in "will explain" or leave blank
a11 problem areas on lhie applieation form. Your problem eareas
might be:

1. Convication Record

2, HMedical Problems or previous injuries

3. IHlitary record

4. Losing a Jjob

5. Leaving a job

6. Drug and alcohol addiction or treatment

If an area is left blamk on the application form, you should explain
it in the interview. VYhatever the explanation is, remember to be

honest.

If an employer asks for an explanation of the areas you lef't blank
on an application form you could say something like the following:
"I felt I could explain it to you better in
private.™
—or-
"I didn't know who would see the apnlication
form and T want to keep it between you and I

because I'm doing my best to start over again.!
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THE INTERVIEW

As soon as possible after the interview starts, tell the employer
about your skills, t{raining, experiences, personal habits or hobbies
which would be useful on the job you are applying for. Try to be

very complete.

If somecne were applying for a job as a mechanice thae interview

could sound like this:

Employer: "What can I do for you, Mr. James?"

Mr. James: "I'm very interested in the mechanics job you
have, I'm good at rebuilding engines. I also
have a lot of experience in trunsmission repair
and tune-ups. On my last job I worked on both

American and foriegn cars.”

IF YOU DON'T TELL HIM ABOUT YOUR

SKILLS, NO ONE ELSE WILLI



EXPLAINING PROBLEM AREAS

When explaining your problem arcns such as conviction record, being
fired, injuries:
a. Admit to the difficulty.
b, Explain how it won't affect the job you
are applying for.

¢. Tell him you want to go to work.

The following examples might be useful to you during an interview.
These are only examples. If your explanations fit you better, use
those. Again, remember to tell the truth. Employers usually

finé out anyway.

CONVICTION
Single Conviction
‘Employer: "Could you explain vhy you left your conviction record

area blank?"

Applicant: "I was convicted last fall. It was something I did
without thinking and prison has helped me to realize
that that kind of life isn't for me. Vhat I want to
do is make a new start by getting a job in electronics

like the one you have here."
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Many Conviclions
Applieant: "The rehabilitation program at the last prison was
the best thing that could have happened to me. It
made me see that the 1life of crime is not the way I

want to live., It's behind me and I'm ready to work

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

Always mention yuod poluts like:
An early release.
Joined a counseling group on your owh.

Coursework or Lraining in the instisution.

Early Release
Applicant: "Even though I've made mistakes in the past, my record
vras guod e”ongh +to be I‘e:l(\'lSCd Lwo months eal‘ly. Novwr

It's all behind me and T'n ready to work and malke a

new 11fe fur nyselr,

In Sroup
Applieant: "The group I'm in now really helped me 10 better under-
stand myself. I've come to realize that a criminal
life is not the way I want to live. T want to {ind

a job in electrecnics and settle down. "



According to Minnesota law, you need nol and ghould nol acknowledpe
juvenile records as criminal offenses. If any of wour offenses
occured when you vere under the age of 18, you do not have a convic-

tion record -~ unleas you were certified, tried, and convicled as

an adult.

HARCOTICS

Treatment Program
Applicant: "I got in with the wrong crowd and pretly soon T got
hooked. It was ruining my life and so I asked for
help at St. Mary's hruy Trenstmenl Program.  Because
of their help and my own desire to start a new life,
I've beent off the stuff for almost six months and I'm

ready for a job."

Not Been Treated
Applicant: "I got in with the wrong crowd and pretty soon I got
hooked. It was ruining my 1life. Six months ago I
decided to stop taking the stuff and start a new life.
Now I'm ready to work again and I'm very interested

in the electronics job your company has open.”

ALCOIOL
Applicant: "Alcohol used to be a rroblem, but I besan poing to
A.A. in January. I've been sober for eight months.

I'm ready to work again and earn my own way."
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LEARNING PROBLEMS

Applicant:

FIRED

ApprTeint.

"It takes me a Titlle Tonger than other people to Tearn
what to do on the job, but once I Jearn what to do I

don't forget."

“that, Job wes worklop wilh fipures whieh L've never
veen good at ao T didn't do the best work and they
let me go. I have doue wel? at sales before so I
know I could do a pood job selling in your store."
~oT—
“There was nowhere to go in the company and after
awhile it gog to me and affected my performance.
They let me go. This is the kind of company I'm
interested in working for."
-0~
"Ity 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 CIIANGES

Applicant:

"I made some mistakes in my earlier job choices and
had jobs that did not really suit me; bul I've learned
through experience that this is the kind of job I like

best and do well in."



CLOSING THE INTRRVIEY

E1Y
e

ASKING QUESTIONS

Vhitt the employer asks iff you have apy questions bry Lo ask ab least
one, Some quesiions vou enuld ask ave:

What would the salary be?

Could 1 work overtime?

Is this a union shop?

What hours would I work?

Are there any chancec for advancement?

Is training necessary or provided with the job?

CALL BACK
Vhien the employer tells you he'll be calling you at a later time say

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

call you at day time?"

BE SURE YOU CALL BACK. HE MAY WANT TO

OFFER YOU THE JOB.



APPENDIX G

Empioy-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 [.B.M., provides people with
suqgestions concerning the job search. The different phases of
job seeking covered are:

]

selecting a job:

findina employment openings;

filling out an application,

preparing to take an employment test;
preparing for the interview;
interviewing; and

follow-up on job applications.



6D. Listen carefully to Instructions. 1 you have
questions, ask them before the test begins,
70. Walch your time closely.
8D. Work quickly but avoid wild guessing.
90. Don't spead too much time on any ong
question. Skip over difficul! questions
and retura if-time permits.
10D, Erase completely any answers you change,
11D, if you finish before the appointed time,
do ro? go back and change answers unless
you ¥now they 2re Incorrect.
12D. 1f you use glasses or a heanng aid, make
sure you have them with you for the
testing session.

UNIT E—PREPARING FOR THE INTERVIEW

1E. Arrange an interview with a partlcular
person, but don't be upset if interviewed
by another person,

2E. Check your tacts. Record the exact time
and place of the interview. Schedule your
own interview,

3E. Check your transportation to the Interview,

4E. Learn as much as you can about the
ccmpany before the interview.

5E. Be prepared to tell the employer reasons
why you feel that 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 time on poor praspects—
realistically compare your qualificaticns
to the stated job requirements.

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

4A. A variety of occupational information is
previded In Kits published by Science
Research Associates. Ask your counsgior
which ones are available in your school,

5A. Pick a job that will meet many of your
needs, both psychologically and eco-
nomically,

6A. Select a job that is lairly close to your
home, i{ possible.

7A. Choose a job with acceptable working
conditions, -

8A., Get all he information you can belore
selecting a job—not after—so you won't
be disappointed.

BE.

7E.

8E.

Be prepared 1o refate your qualifications
and training to clues that the employer
puts out conceming the job.

Prepare a list of questions so that you can
get an accurate description of the job.
Give your appearance a final check.

UNIT F—INTERVIEWING

1F.,
2F.

3¥.

aF.
SF.

6F.

7F.

8F.

9F.

10F.

Be early rather than late for an interview,
Give your appearance a lasi-minute check
before your interview begins.

Check with the receptionist or other
responsible person upon arriving.

Be seated when you are invited to,

Be alert when called for the interview.
Shaks hands only i invited to do so.

Be poised and alent, ready !¢ answer

all questions clearly ard accurately,
Think through your answers belore replying
—don*t be too quick.

Be brief and businesslike, Stick to the
subject at hand.

Have your personal data sheet and papers
ready.

Ask questions that you have concerning
the job.

UNIT B—FINDIKG EMPLOYMENT OPENINGS

1B. Check with your school, community college,
or university placement office.

28B. For employment openings in your comamunity
or state, check with your local state
employment service office. Check the
telephone directory for the address and
phone number of the local office.

3B. For federa! government employment check
with the federal job information center
in your area. The telephone directory
listing under *‘United. States Government"
will give you the address and phone
number of the local office,
48, For employmant gpenings with your cily,
apply o the Civil Service Commission,
i your city has one. or to the city or
town administrative office. Check your
telephone directory for the address and
phone number cf the local office.

5B. For emplayment gpenings with your county,
apply to ils personne! deparnment. Use the
telephone directory to get the addzsd
and phone number t

68

Check newspaper classified ads listing
openings,

11F. Al the conclusion of the interview thank
the interviewer for his time.

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

UNIT G—FOLLOW.UP ON JOB APPLICATIONS

1G. Delermine the specific procedures to
follow after you have filed an application
with an employer.,

2G. The most preferred way to check the
status of your jab application Is with a
personal visit,

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

4G. Be persisten! but not a pest in tollowing
up on job applications.

See your counselor
ar training instructor
for additional information.
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SCIENCE RESEARCH ASSOCIATES. INC
Cricago. Pato Alta. Taronto. Henley-on-Thames Sydney. Paes

A Supsidrary of 1BM

78. Locate employers in your community by
using the Yellow Pages in your telephone

directory

8B. Check with local labor unions {for openings
in the particular craft ar trade.

9B. Enlist the aid of your friends and relatives
in informing you nf job operings.

10B. Private emp'oymen} agencies are available
to belp you focate a job. Some agencies
charge you the fee; in other cases the
prospective employer pays the fee.

11B. Apply at the personnet and employment
oflices of both large and small businesses.

428. Use church, communily service
organizations, and Chamber ot Commerce
empioyment information to assist you in
finding employment.

UNIT C—FILLING OUT AN- APPLICATION
1C. Bring a pen, ink eraser, and your social
security card with you.

.2cC. Read the entire application biank before
you start to fill it out, Ask questions if
you don't understand,

3C. Be camplele—indicate a response in all
poxes on the application blank.

B - NB . W,
KNOWLEDGE
NEEDED

TO

OBTAIN
WORK

Thomas J. Jacobsen, Ph.D.

Reorder No. 5-74
Printed in the United States of America,

4C. Have all necessary dates ang infarmat.o~
written down and availatie so thal you
can be accurate.

5C. Be neat,

6C. Clearly stale your perscna: qua'sfizar ors
—don't exagjerate, bul don't te tco
modest.

7C. Notfy references and g2! their germ
before listing thewr names cn an apglicarsn

8C. Your applicalion is the only thing that
speaks for you alter you hava left.

UNIT D—PREPARING TO TAKE AN
EMPLOYMENT TEST

1D. Ensure that you are in good hea:th and
rested befcre you take a fest.

2D. Check the exact time ar s ‘staten 20 -2
test. Ask it you need ‘o bring any
materials with you.

3D. Arrive a little before the appointed
time so that you will be relaxed a~a
ready to wark.

40, Bring a pen, two sharp pencl's, and an
eraser with you, .

5D. Observe the lighting, ventitation, a~d rosa
in tho test area. if you have a choiee
of where to take the test, pick 3 sz2y tha2
is likely to te ~omforiabie.

-911/
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APPENDIX H

Louisville, Kentucky Clearinghouse
for Ex-~-0ffenders
Louisville, Kentucky

Suggestions for Job Development and
Placement for Ex-Offender Agencies

This brief checklist is distributed to all program staff who
attempt to secure jobs for ex-offender clients. It covers such
topics as approaching the company, explaining applicant qualifi-
cations and following up on employer visits.
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BASIC SUGGESTIOKNS FOR JOB-DEVELOPMENT ANL PLACEMENT FOR EX~OFFENDER: AGENCIES

L. Contact the employer via letter or phoﬁe call to briefly explain your pur-
pose and arrange an appointment to explain your program to him.

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

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

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

5. Explain your program preciselv. Be honest and open. Emphasize the advan-
tages of his hiring through vour program. = Have this well thought-out
before you meet with the employer. Do not 'shoot the bull". Do not use
the "Give a guy a break'" angle. DBe business. lave statistical data at
hand to discuss concerning your program, costs to us all of the ex~offender
problem, etc.

6. Inquire about his/her company. What kinds of jobs are there? Make mental
notes of "Basics" 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. Invite the emplover to visit vour office and to meet your associates. Af-
ford him/her the opportunity to see first-hand what your program is all
about.

8. Follow-up on vigit appropriately.

9. Xeep in touch with the employer. Maintain a company profile sheet to refer
to in future contacts.

10. Know what the employer needs and is looking for with each job-opening. What
is the job description? What are the physical and mental entry requirements?
What about tramnsportation? What shift is job? Does company have restrictions
on the criminal recoxrd? etc....

11. Before sending your client to the employer, be certain he is appropriate for

the opening and that be understands what the facts of the job are. Remember,
he is representative of you and your program to the employer.

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

13. TFollow-up with employer after your client is placed. Show your interest in
your client being a good employee for him. If problems develop, try to assist

and offer this to the employer.




APPENDIX I

Erploy-Ex, Inc.
Denver, Colorado

Job Development Manual

This manual is distributed by Employ-Ex to all program job
developers. Although it is program-specific, it discusses
general procedures for job development and placement activities
by ex-offender program staff. Because job developmrat is usually
considered very difficult to describe, this materi.: may he
especially valuable to new employees seeking to develop jobs

for ex-offender clients.
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S8 DEYELOPLI PROCE U

FORMS AND_LITERATURE

A11 Jdob ﬁcve]opers will be given a supply of Job Development

forms and otiter 1iterature to be sent to prospective caployers.
A11 jobs developed sﬁou]d have a job development form completed
on them to be submitted tb the Employ-Ex office. A1l corres-— .

pondence should be on the Employ-Ex Tetterhead.

BUSIHESS CARDS

Business cards, in which you can fill in your name, will be
given to a1l Job Developers for presentation to prospective

employers or othe* interested persons.

CURRENT LISTIHGS

A11 Jdob Developers will be given a current 1ist of contacts

we have made to avoid duplication of erforts and encourage

coordination.

PERSONAL CONTACTS .

For the most successlul results it jg Tmportant
to make efforts for personal contacts with prospective

employers. There are instances where telephone contact may

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

contact.



- CODRDINATION

=

The Employ-Ex staff Job Developer is responsible for coordin-
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.

METHODS OF JOB DEVELOPMENT

Job Developers may find an easier approach tc employers as

a "Job Developer representing Employ-Ex" -and not feel it
necessary to go into their other'individuaT involvements or

. atilliations. This sometimes eliminates "dead wood" fin
conversation and allows "getting te the point". For example,

if a Job Deve1oper is from an In-Xind agency, he should

iptroduce himsell as a Job Dev

DA

eloper representing Employ~Ex

and not go into any other details. However, some flexibility

should be utilized in cach situation. T4 may be bepeficial
to mention or discuss your affiliation. In such cases, it
is imperaﬁive to mention that the Employ-Ex staff Jdob

peveloper will handle further contacts and all calls should

be made to the Employ-Ex offices.

Job Development on Referral

-

Even though a developer knows an employer, he should not be
in anyway presumptious in handling information. Information
collected and jobs developed must be disseminated to those

who do not know the employer. A1l such information must be

imnediately forwarded to the Employ-Ex office.
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Preliminary dob bevelopment By Lhone.

Before anyone attempts to develop jobs through phone convers
sations, he should he fully appraised of the program.,
Employers have a tendency to ask many pointed quastions and

the Job Developer should be preparced to answer them.

Efforts,should be made to find out names of personnel managers

or others in Personnel Departments prior to making a pitch.
This can be done diplomatically by phone prior to setting up

an appointment, but should not be done at the same tinme.
One good technique is to call and ask for Hr,

A e
-ty -

explain briefly the program, tell him you will send him

Tite rauure gnd would he be willing to schedule an appointment

for a2 week or so after? (That is, after he is to recejve

the literature.)

The following is offered as a sample telephone "pitch".
You will develop your own technique with experience. If it

works, use itl.

I am with Employ-~Ex, 1nc., a
redere]ly funded program tnder the auspicies

of Law Enforcement Assistance Administration,
sponsored by the Denver Commission on Community
Relations. This 1s part of the Denver High
Tnpact on Crime Program. One of our purposes
is free job placement for es-ofienders. There
is no zharge to the Employ-Ex c¢lient or to the
employer.

He’will be sending you some literature an our .
program {day) = . and would 1ike to arrange
an appointment to discuss our program with you

and other interested persons of your company...”
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JOB CRITERIA

Employ-Ex is basically interested in accumulating as large a
Job Bank as possible. It is necessary with the large number
of clients that we handle that the types_of.joﬁs be varied so
that we have something to offer everyone regardless of the
degree of their skiil or education or the field they are
interested in or Qua1ifieé for. The only criteria for Jjobs
is outlined on the following page.

ALL $tra{ght‘commission jobs are excluded

fio jobs will be developed or utilized with

1cs< than $3.00 : por hour starting salary.
»ﬁa~»cﬁtu#-@” /Rth’ Lo

ALl Drdct s e (7 (,.,

. /. -
a,%mﬂ \.ﬁu /Q7/gﬂgzﬁ,@uﬁn(u _Jfél_c&“w[

yw_gc /r, Ll /u/.',[:e(;/ y/J/Q SV LM EE 3
J(C(/LZ/ 15 /c,//ff:" i ot e :/ A ’
Type of jubs should range from most menial ‘

Taborer to semi~skilled and skil]ed.

Jobs that require special training or education
should also be fincluded, especially if On-The~
Job training is available, It may also be
possible for Employ-Ex to arrange for vocatioial
tra7n1ng for one of their clients to qualify
then for this type of job.

GENERAL THINGS 70 DO in JOB DEVELOPMENT

‘Below are listed several pieces of information concerning

things you should do or say either in specific situations or

in general conversation about the EmpTloy-Ex P%ogram. You
should be familiar with all of thenm and check yourself
occasjonally to make sure you are carrying through these

objectives.
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seryives

iriefly explain all services we provide our clients, not

Just the employment service. These include:

Motivational counseling for ex~offenders

Job direction and assistance for inmates prior
to release -

Assist ex-offenders -in job readiness prior to
emnloyment )

Seek employers willing to hire ex-offoenders

Employment counseling for ex-offenders

Emergency assistance and referrals for
%~o7 fendars

Provide follow-up services for Employ-Ex clients

Coordinate volunteer activities for ex-offender
re-direction services

Coordinate and cooperate with existing employment
and community resource agencies

Assist employers in working with ex~offender
epployees

Inform the public about resource needs for
ex-ofTender re-direction

uestions

Job Developers should ask as many questions about the company

as possible. The more inteliigent questions asked 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



~H6~
merits of a particular job situsktion. And, equally important,

it give the employer the impression you are interested in

him and his accomplishments.

Contact Person

Make sure you determine .ho is the contact person within the
Company for fTorthcoming job referrals, as well as who the

initfai‘interviewed person {(Manager, Employmant Cfiicer,

etc.) is. (Sce Exhibit B)

Other Genaral Information

Record as much information-about the “mood" ofF the company

as possible. For example, if thevre is any reserve expressed,

make note of it on the records. (See Exhibit?h )
If you arc in doublt, don't hesitate to say "I don't know".
Refer all questions and requeste for more detailed information

or policies to the Employ-Ex Executive Director.

Staff Job Developers call frow time to time on businesses
to follow up with the enployer. This is necessary to keep
solvent the relationship and keep them appraised of the

program's progress.



It s eritical that Jdob Developers approach all l\llF;.lllE".f,\r'i
ip 2 bus%ncss—Wike maniter wilh business methodology. If not
our.dealings wjth business people will be hampered and the
program will lose its impact.

-

Even thoﬁgh yoh ma& mention High Impact Crime Program DO NOT
at anytime list-of mention the actual crimes of burglary,
assault, rape and robbery. This may tend to frighten or
unsell ﬁhat'you have a]ready acﬁieved.' ‘

It shou]d be explained that the Job Developer is antly making
cout%ét ¥o davelon @ jop gnd he himsel? will pot be the one
coordinaﬁjng an Ewpley-Ex Program with the company. Once he
makes the contact and completes the sale the stalf Job
Developer will be the one that will be giving referrals or

fielding questions.

It should be stressed to the emp]o}er that we are merely
providing possible employees for HIS APPROVAL and decision.
It is important to convey the idea that it s the final

decision of the empTloyer to accept an Employ-Ex client.



SELLING POINTS TO _COVER

OQutlined below are soiue of the wost dmportant factors of the
"Employ-Ex program. Each and every one of thbm should be stressed
to the prospective employer. As in all sales, when you have
made a sale, no mattef.what stage, stop selling...Tell them

what they've bought, if necessary, but stop selling.

1. THE EMPLOY-EX PURPOSE

’Emphasiza that we ARE HOT an employment agency.
We are an ex-offender assistance agency, part
of which involves employment.

%. FREF SERVICE

A11 Employ-Ex services are provided free of
- ¢harge. There is M0 CHARGE to the Employ-Ex
client or to the employer.

3. CHAMBER OF COMMERCE MEMBERSHIP

- Employ-Ex has a Chamber of Commerce membership.
"One of the Chamber's prime interests lies in
Correctional Rehabilitation and the successful
re-entry into society o7 ex-offenders.

G.  TAX SAYIIGS

Since most'businessmen dre hasicaliy interested
in the production of their comnpany an'fzq o
monztary growth, it s & good point Lo cxnilain
1o thga t@at by hiring an~ex—of?cnd~r ih:%r“
cgutr1butxon of a job has severa) béneéizq
First, theyﬁare eliminating the cost +o the
?ax peyer of keeping the man in the penite;t~
1aTy‘($@,OOO per year) and possibly
eliminating his family from the welfare roles
(qp'tﬂ 55,000 per year). Additionally, by
giving him a job they are Causing him to pay
taxes so that the burden of these costs wmight
be shared. Anocher effective point that should
be used with due caution is that a ro—dirécted
x-offender is not a Lhrear t0 socjety. He -
no longer looks at society as his victims, but
as & Tellow worker toward the good of the
conmunity. ‘



5. FOLLGY-UP WITH (HE CLIERT
Employ-Ex continues to work with the client after
his cwployment with such interest as community
invelvement,continued positive work habilts and
general counseling.

6. FOLLOW~UP WITH THE ENPLOYER

Je carry-through with the employer to absalve
any questions or difficulties that wmay arise
and continue these follow-up practices indefinitely.

7. BONDIUG

I¥ the available Job requires bonding and the
- employer's bonding vrogram will not cover ex-
offenders, it should be explained to him that
our clients can be bonded without cost by a
Federal Department of Labor program through the
State Employment Division. General Bonding is
'$10,000. We will arrange such bonding needs.

8. AGENCIES THAT ENDQRSE & ASSIST . )

" Denver Police Department, Department of Welfare,
Health and Hospitals and Commission on Community

Relations provide both endorsement and assistance
to the Employ-EX progran.

0VER60HIHG ODJECTIONS

PRSRiORE

weo're Mot Hiring

Often an employer will respond with something like:

Yie're
not hiring". This can be wet with your expression of a desire

to relate only the purpose of the tmploy-Ex program and how

5+ can benefit the employer.
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Hleqative Attitudes
When a negative attitude is projected, then, it is often wise

Pl

to sell in relation to the needs of Lhe employer. This wight

1

snclude something like "...From Uime to time, as you do have

needs for emplioyees, vie can assist you in filling those positions..”

Ho Guarantees

It is to the advantage of Employ-Ex, in your presentation,
‘ﬁo saj something like: "HWe don't guarantee that the people
vwe refer to you will a]ways be the best..." - quickly
clarifying that with something like “...but it's difficu]t
to make that kind of projection for any employee. Ve will,

however, screen our clients for aptitude, interest and

potential prior to referring him/her to your company."

Business Security , -

One of the most jmportant questions a Job Developer should
attempt to answer is "How does hiring an ex-offender effect

ny éecurit&?" He must convey the ideas that the chance an
employer is‘taking by hiring an ex-offender may cven be Yess
chan:when he hires a man of f the street since so much more

of background, work history and potentials or limitations may
be known abgut an ex-offender tThan someone who walks 1in off
the street. Also, the ex-offender realizes that when security
is breached he will be Tirst suspect. What this may amount to,
then is that an ex-offender employee will work to prevent
breaches of security by other employees so that'the reflection

won't fall on himself.
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EMENTING RELATIOHSHIPS

- et

It is very jmportant that sdme attempt be made to work with
or "sell" not only the Personnel Manager or Director but also
“the Line Foreman or the immediate supervisor that the ex-

of fender will be working with from day to day. You may sce
‘a2 possibitity 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 important that they are recepltive to an
ex-offender being hired. It is usually the supervisor's
inffuence that determines whether a person will be able to
rem in on a job - a goal far beyond meré job development.

At least make some mention of this and express your willingness
.to.tq]k.to,the line foreman or supervisors %f the interviewed

person chooses you to do so.

CLOSTHG THE DEAL

After you have reached an understanding with an eumployer,

assure him that you will soon be in touch with nim by phone
apd mail. Remind him that a staff Jdob Developer will also
be in touch with him, who will coordinate future coptacts
and fFollow-up. Please see Exhibit A for the follow-up

letter for you to use.
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REMEMBER

At no time should you ?et the employer think that he is doing
Employ-Ex a big favor in placing our clients. Rather, it should
be stressed that we are Trequently providing people who are
othervise cﬁpab]e and qualified whose biggest b?r to employmenc
is their records. Of course, you should not-imply that we are
giving the employer the cream of the market. However, to .
.approach a businessman in an apologetic way will negate any,goﬁd

results.
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CXHIBTE A

Hay 12, 1976

Mr. Bob Handel
ABZ Lumber Co.
1995 Lipan St.
cnver, Colorado

o

Dear Hr. Handel,

We just wented you to know that we truly enjoyed
visiting with you this week. Talking with you

gives us an opportunity to learn wmore about your
firm and allows us to give you & good idea of how
Employ-Ex operates. UHe feel vwe are serving a two-
fold purpose by providing job development and other -
supportive services to our participants, and by -pro-
viding employers such as vourself with neonle for
interviews wiao are pre-screened and job-ready.

Keep in mind that all this is done with no fee to
either the participant or the employer.

placing you on our mailing list and cach
month you will receive a copy of our Available
People List which is a small sampling of the job-
ready Employ-Ex participants currently available. -
In the meantime, Mr. Mandel, 17 you have any
positions open, please contact us.

Thank you again for your time and consideration.

Sincerely,

EMPLOY~EX, INC.

\fé\ il Gt | = .

Granvilie O]Lham )
Job Develaoper
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APPENDIX J

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

Correctional Job Pool Form

This form is used by H.I.R.E. job developers to record information
concerning employers they have contacted. It illustrates the kind
of information which staff must possess before referring clients
to job openings.
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i

COBRECTIONATL JOB POQIL (CJT)

Imployer Characteristics Profile

[ arao ot gy vy \

! IMPLOYER NAME:

I'irm Addrecss:

SR e

City: Zip:

1. DESCRIPTION OF COMPANY/PRODUCTS:

]

Type of Jobs Normally Available and Suitable for Exoffenders:

3. CONTACT INFORMATION:

a. Person to Contact: Phone:
Developed/Contacted By: Phone:
b. Person to Contact: Phone:
Developed/Contacted By: Phorne:
c. Person to Contact: Phone:
Developed/Contacted By: Phone:
d. Person to -Contact: Phonie:
Developed/Contacted By: Phone:
4. DEVELOPMENT INFCRIATION:
Characteristics Cirecle Explanation
a. Any problem employing exoffenders? Y N
b. Any personal interest in offenders? Y Il
c. Public Transportation available? YU
d. Private Transportation required? TN
e. Bonding required of employee? Y M
f. Will consider OJT contracts? YN
g. Any tools, equipment, uniforms
required? YN
h. Unionized labor force? (Indicate
local no. and name; Joining
requirements) Y H
1. Any company trainineg ovportunities? Y N
J. Any apprenticeship opportunities? YN
k. Any testing requirements? IN
1. Job upgrading/promotional
possibilities? YN
m. Any formal policy on hiring ex-
offenders? Y I
n. Physicals required? TN
0. Does the company provide any social
services to employees (i.e., day
care, counseling)? Y il
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CJP Profile

GENERAL INFORMATION:

a. Does the Fmployer have need for temporary or seasonal labor? (if co, explnin)

b. Is the employer interested in subcontracting any of this work oub (e.g.,

to a group of inmate workers at Shalopee):

¢, Has the employer had any previous contact or knowledre of any of the other
community or public orpanizations seeking jobs for special groups (if so,

indicate)?

NAME OF ORCANIZATIOHN MOST COMMENTS (4if any)
RECENT
CONTACT
1. o
2.
3.
4.

IF EJPLOYER HAS MORE THAN ONE LOCATION FOR IMPLOYMENT PURPOSES, IWDICATZE:

Other Firm Locations:

Contact Person at Location:

Other Firm Location:

Phone:

Contact Person at Location:

CJP PERSON ViI0O RECORDED INFORMATION ON THIS FORM:

Your Name:

Location:

Yhone:

Phone:
Date:




APPENDIX K

Assistance to Nffenders, Inc. (A.T.0.)
Atlanta, Georgia

Work Evaluation Form

A.T.0. is a supnorted work program, providing ex-offender clients
with structured, closely supervised workina situations throuah
which they can both learn good work habits and establish a work
history. This evaluation form is completed by supervisors for
each client participating in the program. It provides the
clients' counselors with information on the clients' wark habits
and readiness for full-time, non-supported work.
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AutlLeVeiunt TRALNANG UPPURTUNLTIES, INC.

(EVALUATION)

ATTITUDINAL QUESTLONNAIRE

DATE

ASSIGNMENT
1. Is he/she punctual? Yes No
.2. Does he/she follow directions? Yes No
3. 1Is he/she'willing to follow orders? Yes No
4. Does he/she understand job duties? Yes No
5. 1If not, do they seek guidance? Yes No
6. Is he/she cooperative? Yes No
7. 1Is he/she willing to assist others? Yes No
8. Do they work well with others? Yes - No
9. Does he/she assume responsibility

for quality of work performed? Yes No

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




DATA COLLECTION
: AND
EVALUATION MATERTIALS



APPENDIX L

Project MORE
Mew Haven, Connecticut

Monthly Client Data Form

Project MORE, primarily provides counseling and referral services
to its ex-offender clients. In order to monitor staff activities,
the program'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 program efficiency.
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MONTHLY CLUENT DATA FORM
Projec b D/PREP

150 Number Service Monlh

(Apency Number & Client Number = Case number)

I BACKGROUND INFORMATION

1) Sex a) Male b) Female
2) Age a) Under 16 ¢) @2-30
b) 16-21 a) 31-45
e) Over I
3) Ethnic Origin a) Black c) Hispanic
b) White d) uther
L4) Current Legal Status a) Accused __F S c) Parole F 5
(Check S for State or b) Sentenced_ F S d) Probation__ ¥ 05
F for Federal. status) e) ix-Offender__ ¥ 5
5) Marital Status a) Single c) Divorced
b) Married ___ d; Separates
6) Referral source a) Prison___ £) Work Release ___
b) Jail ___ g) Projact Fire _
c) Probation___ h) Court _
d) Community Agency i) Client initiated
e) Parole j) Cut of State _
7) First Contact with cliert a) Pre-trial___ d) 1-14 days prior io
%) Qver 35 days prior release
to release_ e) Post release
¢) 15-35 days prior f) Post court
to release disposition ____
8) Actual time served on most current a) None___ d) 181 days to 30° layn
Sentence b) 1-30 days e) 366 days to 3 yrs.
¢)30 days to 6 mos.___ f) Over 3 yrs.___

II MONTHLY DATA

9) Type of contacts a) Personal c) Aecompaniment
interview d) Corrcﬁnondnul~"-
b) Telephone

10) Number of contacts with client a) 1 d) 4
b) 2 e) Over 4
c) 3__
11) Length of contacts (combined) a) Less than 15 ¢) 1-4 hours ___
minutes d) 5-8 hrs.
b) 15 minutes to e) Over 8 hrs
1 hour
12) Purpose of contact a) Counseling T) Legal____
b) Housing g) Transportatlon
c) Employment____ h) Follow up ___
d) Education ___ i) Welfare
e) Treatment ___ j) Volunteer __

k) Other___



COUNGILING

13) Service provided

IXHOUSE:

14) Manner Service provided

15) Number of Contacts

16) Lengbh of Contacts
(Combined)

17) Type of Counseling

18) Nature of Counseling
19) Still in Counseling
REFERRAL:

20) How referral made

21 Type of reforrel srioy

2

22) Type of Counseling

23) Client showed for first
appointment

)
b)

o

o8] —~
<
~—— et N ~—

ot

(2R

b)

oW G o

S Nt N’ e N

o ®

~73=

Inhonss
Refoerral

Personal
Interview

Telephone

-

~

—
[ RS
P -

LUSRr

“ M 5
Teoos than LA

minutes

15 minulas Lo
1 hour

Personal
Family
Drug

Individual ___
Group ___

Yes
No

——ten

Telerhone call
ACCLaLpaniment

Fublic

Personal

Family
Drug

Yes
No

SR

¢)

oy

1)

Pt

Follow up

Aecompanimend v

Correspomdencae

o

e

—

H Dby e
Sonnrs

s

Hore than L hro,

Aleohnl
Other

Both

As needed

Writtew or oral
wniormation glver
1

e d e
L LW NG WS

————a

Aleohold

e) Other

c)

Pending



EMPTOYMENT

24) Service provided

25) Reason for Assistance

26) Nature of Assistance

INHOUSE:

27) Manner Service provided

28) Number of Gontacts

29) Length of Contacts

30) Number of Interviews
Arranged

31) Number of Interviews kept

32) Number of Interviews with
Staff Accompaniment

REFERRAL:
33) How referral made

3L4) Type of referral

RESULTS

35) Service secured

36) Type of placement secured

37 Nature of Placement

74 -

a) Inhouse
b) Referral

a) Unemployed

a) Direct Employment
b) On-the-Job training_

a) Personal
Interview ____

b) Telephone

a) 1

b) 2

c) 3

a) Less than
15 minutes

b)15 minutes to 1 hr.
a) 1___

b) 2

c)3__

a) Telephone call
b) Accompaniment

a) Public

a) Yes
Inhouse
Referral

a) Full-tlme job__

b) Part—-time job__

cg Temporary job __
Training program

a) Skilled
b) Sem1«skllled

¢) Follow up

b) Underemployed

¢) Training program__
d) Welfare entitlements

¢) Accompaniment _

d) Correspondence

d) [;

e

e) Over 4

¢) 1-4 hours

d) More than 4 hrs.

Vi

————

d) 4
e) Over . L

d) L
e) Over L4

c) Written or oral
information given

b) Private

b) No___
¢) Pending __

e) On-the-job training__
f) Volunteer _
£) Welfare _

¢) Unskilled



*

HOUSING

38) Service provided

39) Type of Housing Assistance
needed

INHOUSE:

40) Manner service provided

L,1) Number of contacts with client

42) Length of contacts (combined)

REFERRAL:

L, ) How referral made

4h) Type of referral

,5) Glient showed up for
first appointment

RESULTS:

L6) Housing secured

4'7) Type ol Housing

~715-

1nh0use-_

Emarsency
(individual)
Enecoency

{(family)

Personal
interview
Telephone

Accompaniment

1
-
A~

3

———

Tooo e
15 minutes

15 min.-1 hr.

Telephone cal

Accompaniment

Public

Yes

——

Yes
(temporary)
Inhouse__
Referral
Tes
(nermanent)
Inhicw

—

Heforral o

Framl

Bostal, | house

Hotel

b)
c)
d)

d)
o)

Referral

Planned relocation

z

(individual)
Plammed relocation
{rnily)

Correspondence

I

Qver l;

1-4 hrs.
—

More than 4 hrs.

Writhten or oral
information

Private

No
Pending

No

Apartment _
Halfway house



KDUCATION

L) Service provided

49) Nature of need

ITHOUSE:

50) Manner service provided

51) Number of contacts with
client

52) Length of contacts (combined)

REFERRAL:

53) How referral made

%) Type of referral
RESULTS ¢

55) Was placement secured

56) Level of client involvement

57) Financial Assistance provided

58) Financial assistance generated
by agency involvement

TREATMENT

59) Type of treatment required

60) Nalure of treatment
61) Successful referral

62) Type of referral
63) How referral made

64,) Method of service payment

]G

{nhouse

(D]
Vocalional School

Technical School

Personal
interview
Telephone

) Accompaniment___

1

(9]
I

——

A

Less than 15
minutes
15 nin.-1 hr.

Telephone call
Accompaniment

Public____
Yes

Inhouse____
Referral___

Part—-time

Yes(public)
Yos (Private)

Yes

——

Dy
Alcohol

Imevrgeney
Long term__

Yes

No

Hospital

Clinic___
Telephone call
Accompaniment

No charge_
Client____

bh)
d)

¢)
£)

d)

Referral
>ollepoe

High School
Special course

Correspendence

L

Over L

1-4 hrs.

——

Over 4 _

Written or oral

information given

Private

No____
Full time
Yes (Inhouse)

No _

No

i

Madical
Psychiabr’-

Both
Pending

Mental Health
Private

Written or oral
information given

Public funds___
Private funds___

TrhArvven



IIGAL

ot

65) Type of assistance

INHOUSE:

() Nature of Inhouse Service

67) Manner scrvice provided

68) Number of contacts with

client

69) Length of contacts
(Combined)

REFERRAL:
70) Type of referral

VOLUNTEERS

71) Manner service provided

72) Number of contacts between
volunteers and client

73) Length of contacts (combined)

74) Nature of volunteer involvement

TRANSPORTATION

75) Numbar of times
provided

transportation

76) Reason for transportation

77) Type of assistance provided

a) Inhouse c) Roth
b) Referral
a) Advocating for ¢) Counseling,
client s
b) Generating financiald) Accompdglm(nL
. to court
assistance e
a) Personal ¢) Correspondence_
inlerview L _
b) Telephone d) Accompaniment ‘
a) 1 d) 4
b) 2 e) Over 4
c) 3

EL)

_77-

S

Less than 15
minutes
i5 min. - 1 hr.

Private attorney
Public defender__

Personal
interview
Telephone

1

—
3
Less than 15

minutes__
15 min. - 1 hr.

Counseling__ _
Employment Svce.
Education/Treatment
referrals
Housing referrals__

Job or job tralnming
interviews
Treatment

Payment for
transportation

c) -4 hrs.

P S R R
L LT L TS

c) Legal assistancs
Froup

oo

) Accomnaminment
) Correspondence

~
jos

S~
e

<
¥

e

e) Over L

c) 1-4 hrs.____
d) Over k hrs.___

e) Transportation
T) Accompaniment 1o
interviews, co;
ete.

o v s

d\ 710

e) Qver 1u

————

c) Court dates_
d) Other

b) Direct service _
c) Referral



APPENDIX M

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

Forms Utilized in Evaluating
Staff and Program Efficiency

H.I.R.E. has established snecific 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. Data on staff performance are provided to the program
coordinator each month. Staff members are given 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 making salary
compensation decisiions.

The followina appendix presents:

e H.I.R.E. Performance.Nbjectives, including measures,
timing of measures, data sources, staff to whom measures
are applied, expectancies and weights established;

e Areas in which Staff Performance is Rated;

e Accountability Factor Objectives for Job Developers;

e Job Development Evaluation Design;

o Accountability Factor 0Objectives for Job Seeking
Skills Instructor; and

o Job Seeking Skills Evaluation Design
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Table 8: Performance Objectives
PRIMARY OBJECTIVES MEASURES APPLIED TO TIME OF MEASURE DATA SOURCE
e® : 1 .7 o .
. abl oyment % of terminees’ who maintain A1l terminees .
1. Obtain stable employme enployment for 90 days Eollgwing CETA Employers, terminees,
| ermination and at Parole Agent or Proba-
H.I.R. E. termination tion officer
2. Obtain job placement % of terminees who only obtain A1l terminres At H.1.R.E. and CETA Employers, terminees,
a job termination Parole agent or Proba-
@ tion officer
3. Obtain other emp]oyment2 % of terminees who only obtain A1l terminees
part-time, seasonal or temporary At H.i.R.E. and CETA Employers, terminees,
employment termination Parole Agent or Proba-
tion officer
. 3 .
® 4. Obtain manpower” and other services. % of terminees who are accepted All terminees
for other manpower services and At. H.T.R.E. From that program source
the Armed Forces termination
5. tain other appropriate’ community services % of all negative™ terminees A1l negative
who are accepted for community terminees At H.I1.R.E, Terminees on
services termi sation : community resource
®
6. Obtain reasonable earnings. Hourly wage ' A1l terminees '
obtaining On the 90th day of Employers or
Objective One employment terminees
c e . : 5
7. Minimize positive” program length Average # of program daysg(from A1 positive
o enrollment to termination or terminees At H.I.R.E. Program record
acceptance for training) ‘ termination
8. Minimize other6 program lenath A1l other termin
At H.I.R.E. Program record
termination
DEFINITION OF TERMS: . ' CLIENT CHARACTERISTICS:

1. Stable Employment: Employed on the 90th day following job entry on a full-time (30 hours or more per week), non-
seasonal or temporary, unsubsidized job paying at least the minimum waqe.

Other Employment: - Terminated in part- time (less than 30 hours per week) temporary or seasonal employment.

Manpower: Full-time participation in CETA or non-CETA training or employment programs or in the Armed Forces.

Appropriate: Based on special Jist of anorovad types of cormunity service aprograms. Legal Jurisdiction

Positive program length: Any terminee who obtains benefits 1, 2, 3, or 4. Type of Conviction

1. Prior work history

2

3

4

5

6.
Other program length: Terminees in any other terminated cateqory other than benefits 1, 2, 3, or 4, 7. Length of Time Served

8

9

0

1

2

Occupational Skill Level
Prior Educational History
Ethnic Backqround

F?gPPP

Terminees: An enrollee who has either achieved the highest level of benefits felt poss1b1e (benef1ts 1, 2, 3 or . . : .
or an enrollee who has been in the orogram over 90 days but has not entered a benefit cateqory or who § #;gggrogfoiéggzeénst1tut1ona11zed
been otherwise terminated from services provided by the program.. Enrollees in individual slotting Number of Offenses
superv1sed by H.I.R.E. are not considered terminees. Length of Sentence
Negatwve Terminees: Those clients who did not obtain a major program benefit at termination (benefits 1, 2,.3, or Existence of a Juvenile Record
9, Program Days: Number of calendar days from enrollment to termination with the exception of benefit 1 which is
L measured at job placement rather than after 90 davs of employment.

o]

EXPECTANCIES

OBTAINED BY . WEIGHTS
Minimum Goal Optimal

Counselors 459 55% 65% 40
Counselors 15% 10% 5% 5
Counselors 8% 5% 2% 5
Counselors 2% 5% 10% 10
Cottnselors 30% 50% 65% 3
Counselors $2,95 $3.35 $3.60 15
Counselors 80 70 60 10
Counselors 60 50 40 10

SUPPLEMENTALS :

1. Cost/90 job completors (Benefit number oqne)

2. Cost/program benefit (Program benefit: terminees who

obtain any benefit cateqory one through four)

3. . Graduate rate of enrollees supervised by H.I.R.E.

4. Training related emp1oyment

5. MWages for terminees in benefits 2 and 3.

6. Yearly recidivism rate

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 referrais accepted by H.I.R.E.

11, % of referrals rejected by other CETA programs

12. Number of enrollees entering individual slotting programs

supervised by H.I.R.E.
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ARBAS TN VHICH PERFORNAIICK WILL LR PAT.

There ave three primary arcas in vhich all «balf menbers 070 bo raldd
Supervicors will be raled In o fourth area which wore appeonriniely retleels
their responsibilitics.

Each of these factors will Lo rated threoush smporeioo ‘THX, P ol o
client responses. In mopt caces, howsver, tho scocountabiliiny fuewor will
contain a pre-determinad outeonma wiiich mnmal be sceonplist O, Thore oltoow
expectancies, or gouls, are sel in conuract nesobiationg botween e ogoney
and its funding sources.

SELLL Devalovmait ineludes Lhoce aeiivities which laad o 5o pofinanon,
expancion, or acquisiiion o! ckills Llf h are related 1o L2 rocludon's fob
specifications. The measureient of thicz *aouur includes a trackxins of anti-
cipated skill goals, identification of setivities whieh wors umlortaken dur

*4

ing the review period, and o stetanent from the employss o Lin alfect of t)~

skill upon the job description.

Relationshing inelude those variavles which indicate ths divonsion of
62 Lrotha roener. BEach

employee's relationship with peers snd “110n1”7% cerved
¥

variable is intended to give an indicaiion of vhat peerg and b public 41in
about the professional capabilities of H.I.n.n. stﬁff.

Accourbahn;uiv lP”lLdDS the staternent of exnza
factor consists speeified objectivos which
bility compriscs th“ single most imporiant evo
weighted with the hiches t numbter of points, Ou 20
or unit within the agencyr.
' In addition, "nﬂﬂvvxun“1”1 staf’ will be rolod o Syl el 0 e

il el 2o
7'1’7 tiea,  This factor includes Lhoen vaviablies wiieh conrelon the snpreyvs.
sorial functions that area aseigned Lo menonesonl posiiiocs w00 Ly oo
SO RELLT PACTOY
Foln anh Ii'.| Foapers (A1 Claned »rilons)
WYotal Vedghl Asgioned: %0 pointo
An aceountabpility foclor rabios w7 L1 be conpubol ona prnlidy bagin
indicating reaults achicved for ezch of Lh: Obdcc{i'““ idontified

below. Thess ohjectives are unigua 1o job developers only ancd do
not involve other positions in theo aconey.

Each objective Is welghted in valuo. fhe welghling apd oubors
for the first objective is a collestlve one and ia deleveinsi by
sceoring the resulis of all those sorved by the unit, regardless of
who individually may have been aszigned to ihe itask.

The second objective is measured by individuzl perfornance only
Each job developer.will have his own expectancy establishing a rate
of develapment activity.

The third objective is also a collective performance rating and is
designed to indicate the quality of placements which arc achieved
througn H.L.R.E. stalf.
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OTATELENT OF ORTECTIVED
The objectives ol tha Job Develop:rs are as follogs:

1. Obbtain Job Ilﬁﬁvuﬂﬂhu

The parcentage of paroons roferped to the Job Dovedopmord,
Unit for job placement acsisbaonce who are cpployoed.

N

Cvtbain Davelopad Feoloyars

apn” o iobereial

The rate at whnich each joo érveloper Mdovel o
enployer for exoffender caplay-ont and accepianes ¢ 10
referrals from HL1TUHLE, A "davolopmont® puat inehily oo bito-
tion of arrargoments of the followin::
a, Fyplanation of H.IL.K.%. progeen, corviccs and
need for oflender employment opporianitic
b. ILdentificatiocn of prCg of job opportuniiics which
are sultable for nosi H,I.R.E. elientels

- .

c, Establisiment of a “ﬁ'-qele contany person{a) wio
will represent the cozzany for purposes of job inifor-
mation, screaning jou referrals, and o

tacls for job referrals and persons p

menc,
d. Completion and propecr filinz of "CJPF fowmn and indaox
card for counseling siaf{ an. Coareer Clinic files.
3. Qutiain Deavonatle Ynros
The hourly waze of Tioce enploved au they entor ombloyimsub.
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JII ZZVILTEIZENT EVALUATION DESIG 1/1/75
SRV =T \PTLILD TLNE OF DATA LAEIDTANC0IES VEIGHT
SoITTIIUIE WEAGUREDS TO VIACURE SOUECE Ll GLiL Cr7? (70 roinTo)
. DZTAIN B the percentage of all cazlendar J. D. 203 405 &C5 35
SLLIZTNTS perzons referred to terminations| month Director
J.D. who are placed on 4.2 list
in empioyment
2. IZTNIN TDINELCPED the nurber of em- calendar J. 6 3 10 20
. ZTLITIES ployers who are month Director
B "doveloped” for ex-
! of fender employment
with H.I.R.E.
Z. JITAIN FEASCHAELE the hourly wage of all persons | calendar J. D. 3.C0 | 3.50 3.85 i35
M those employed employed month Director
as reporied
to J.D.
unit

TNITIT MY i3 1 e
DEFINITICHS:

1. Redeveloprent-~-Develorment of an employer previously develcooed

(1).reswiting fram a change

be per

in personncl at
recorded centacts with the employer for a pericd of at least
sonally approved by the JD Director in order to qualify as a "“develcped" connary).

the empicyer; or (2) resululn? vhere there o
six monihs <

by HIRE

+ ES
e LYo i
..:E ua.--,_: h--a

<+ 3 T
these situs



ACCOUETRBE LY A o

O AN GRER DG ST LLG BT

To bl

Viedrhn Anaioned:s 70 poind:

An acenuriabil ity Cactor ralicg vl he copptesl onos v Uhilr baais
indicating recultls achieved ffor each of Lhe objectiven donliified

belovw.

Fach objeclivae ig woirhtoed in value. fShe welshlin rof'lonig a
priovitizaelion of functinms which correspond Lo Lhe poaition opsoifi-
cations. Ixpected goal outecomes are also ideatified in addiiion {o
an acceptable range of minimun to opitimnl outeosnen. Vorformance

below or beyond the cxpectaney renge will require speoisai ctiention.
’

STATEMENT OF OBJECTIVES

The objectives of the Job Seeking Skills structor are as follows:

1.

v
.

0.

Develop Trained Job Seekers

The parceniage of persons wro compleie classroom or individual
Job seexing skills instruction who obtain full or parti-itime
employment. s
Train Job Seekers

The percentase of persong referred for job cecliing skills

who obtain and complete either clagsroom {raipivy or inli-

vidual tutoring.

!

Develop Personal Intervieviry Ahilitien

ihe perceniags of peraons corp-ieting oo seskir

ing who are satislied inq* Lhey have sulficl 7oingr
their intervievwing abilities in order to obtain a job.

Develop Personazl Communications Abilitie

The percentage ni persons complebing job qeeLip" stille train-
irs who are savisfied that they hove suffiicl siaed

er
their ability to communicate 1plm"dblc asse Ls
employers in order to obtain a job

T

Develop Speeial Intervention Skills
The percentage of persoens oo no'v‘xn
-

ge Job segekir: s¥ills tradn-
iy who are satisiied thol itazy hqv“ auficieniiy incrcased
their abilitics Lo Intoeven: speeial problen aveas wWich are
deomed by H.OT.R.UE,D to e imprrient barriers Lo enpeniiaong,

Develop Abilily lo Digeloae Conviclion Leconds
The pereentage of” parsons covpleting job seokir: eiiils teain-
ingT vho are ”Wul“riCl Lhat Lhoy hrive surficeiomily i
Lhwir abilily bto diaelose {?v*ix' ceininal roecords oo volun.

1

(%)

tnry manner go as to minimise lhe dmpacih ol the rezesd on the
Job. sougsht.




108 SEEVDes SKILLS EVALUATION DESIGH, s

PRIMERY APTLIZD DATA EXPHCTALCIES WEIGnT
— - - -\
LETECTIVES LMTASURLES 0 EOURCE I [~ GGLL § GPT {(7C ToINTS,
1. J7I0TE TRIIED the perecnvage of all enrol- ZC dzvs J.5.8. In-| 403 5Ch 655 55
JIT LIRS perccons conpletin ices com- | afer swructor
Job geeiing oxill pleting course
wic obiunin a job J.5.5. cornievion
2. TIAIN S2B EDTEIES the tercentage of 2ll enrcl- 30 days 5.8.8. In-{ 403 5Ca €0% 15
peroone referred for lees re- | alter re- STIUCLOY
v dnstruction who ferred to | feral o
cooniete training J.5.8. J.S.8.
3. JLIF PIEEILL the percentage of all per- |at comnle- | 5.S.8. In-| 75¢ 335 G54 5
IITEVIZVING parscns conmpleting sons com- | ticn of structor i
LLIDITIIS ingiructicn who pleting instruztion
sufficiently increace J.5.5.
interviewing abilitics

_—— . —_—

& 7T TT ORINEITUAL the prreentage of per-| all ner- |at complie- | J.5.5. In-| 75% 25% 25% >
L TINIZATICNS sons compasiing in- sons com- | tion of strucior
WEITTTIIS sirucvion who suffic- | pletding inzirueiion
icnTiy communicate J.5.5.
erployable assets
5. DITT.07 8RECIAL the percentage of all per- |at compliz- | J.S.S. In-| 754 554 95% 5
UTTEVONIICE porsons completing. sons com- | tien of siructor
STLLE instruction vho in- pleting nsLrucLion
crease abilities J.5.5. )
; .

niervene special
problen areas

5 IZIVILIP ABILITY 76| +the perceniage of all per- |at comple- | J.S.5. In-| 75% a5a G55 5
SZIJLCEE SOIVICTICH| percons completing in- | sons com- |tion of structor
TZ0CTAC8 structions vwho are pleting instiructicn

atle w effectively J.5.8.

[P

o r m——











