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FOREWORD

- The American Correctional Association (ACA) has for
many years been actively involved in trying to combat one of
the most serious problems facing the offender -- unemployment.
Through three federally funded’programs -~ Mutual Agreement |
Programming (MAP), the Model Inmate Employment Program (MIEP),
and the Coordinated Community Offender Employment Programs
(CCOEP) - the ACA has demonstrated a variety of approaches
aimed at increasiné fhe offender's‘employability and emplo?memt
opportunities. |

For use_in the CCOEP programs, implemented in four city/

county jails, ACA staff developed this Program Manual and

accompanying Pre-Employment Training Curriculum and Teacher's

Guide. Tested and validated in the participating institutions,
these resources were found to be practical and on target.

These materials have further proven to be flexible enough to
‘be epplicable to a wide variety of other types of institutions
and programs, for'jﬁveniles as well as adﬁlﬁs, and‘for females
askwell as‘males. For that reason, the ACA is making these

publications available to its larger constituency —-- under a

new and more descriptive title, the ACA'Comprehensive Work

Entry Program.
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”‘These materials aré not to be looked upon as a prescrip-
tive package!,but as a guide and resource. It is hoped that
they”wiil fécilitaﬁe the transfer of some practical knowledge -
gained through ACA's various demonstration programs and serve
as a catalyst in the development of much needed employment
.programs in correctional facilities’and programs acrbss the

United’States.<

Anthony P. Travisono

Executive Director

American Correctional Association
October 1979

iv



ACKNOWLEDGMENTS

This Manual has been drawn from the experience and
suggestions of a large number of individuals, projects
and agencies across the U.S. Although too numerous to

mention individually, they are gratefully acknowledged.

Special thanks are due Peter Esseff, Educational
Systems for the Future; Stan Kano, HIRED; Leon Leiberg,
Institute for Advanced Studies in Justice, American
University; Neal Miller, Americarn Bar Association; and
the staff of the Montgomery County (MD) Pre-Release Center

for their invaluable insights and assistance. -



COMPLE'I'E EESTORATION OF CIVIL RIGHTS

(Reso Zutwn passed by the American Correc tional Association 8/1 8/ 71)

: " WHEREAS, the penalties of a criminal conviction extend beyond the expiration
- of sentence to limit and deny to the rehabilitated offender opportunities for

employment, trade and professional licensing, bonding and other rlghts and
privileges, and

. WHEREAS, the opportunity to obtain a job with a future is a strong factor
in motivating the offender to lead an honest and upright life during his period
of correctional supervision and after his release

o Now, THEREFORE, be it resolved that all agencies of government shall support
- legislation which would assist in the rehabilitation of offenders who have demon-

strated successful oonmunlty adjustment by rellevn.ng them of the adverse effects
of their con“v1ct10n.

'REMOVAL OF BARRIERS TO EMPLOYMENT

(Resolution passed by the American Correctional Association 8/15/72)

- WHEREAS, stable, meaningful employment is essential to the rehabilitation
process, and

WHERFAS, public and employer attitudes, laws and llcensmg regulations bar
u’—offenders from such employment,

T\Tow, THEREFORE, be it resolved that‘ the American Correctional Association
~actively supports programs designed to remove all legal barrlers, federal, state
and local, to the employment of ex-offenders, and,

‘ ‘BE IT FURTHER RESOLVED that the Association will undertake, through its
- program of public education, vigorous efforts to change public and employer

© attitudes to encourage greater acceptance and increased employment opportunity
for the ex-offender.
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INTRODUCTION

Unemployment and Crime

Although.the exact nature of the causal relationship
‘between crime and unemployment has not been fully determined,
increasingly criminal justice scholars and economists concur
that such a causal relationship does indeed exist.

In the fall of 1977; the Subcommittee on Crime (chaired
by Congressman John Conyers) of the House Judiciary Committee
held a series of hearings around the country on the relation-
ship between unemployment and rcrime, from which Congress
derived a mandate for the 1978 amendments to the Comprehensive
Employment and Training Act (CETA) of 1973. There were tes-
timonies from organizations/agencies such as: the National
Urban League, the Law Enforcement Assistance Administration,
the Fortune Society, the National Council on Crime and Delin-
guency (NCCD). Leonard A. Tropin, representing the NCCD,
included the following remarks and recommendations in his
testimony:

I think it is far more productive for the Congress
and state legislatures to look at other approaches to
crime control than merely enlarging the system. Such
approaches relate to those factors which are causatively
connected with crime. Among them are unemployment, racism,
poor education, family 1nstab111ty, and alienation ....
Chief among all the causative factors, I would place
unemployment.

‘Perhaps the most persuasive proof of a causal relation-
ship between joblessness and crime has been presented by Dr.
M. Harvey Brenner, an economist at the Johns Hopkins University,
who also testified before the Subcommittee on Crime. After
studying the relationship between crime rates and fluctuations
in unemployment rates, Dr. Brenner came to the following con-
clusions: Property crime and delinquency, homicide and admis-
sions to prison vary with unemployment, and unemployment
directly in;%uences parole, mandatory release violations and
recidivism. : ~

Despite increased awareness and acknowledgement of the
relationship between crime and unemployment, today's employ-
ment situation for offenders looks extremely bleak. This
is particularly true for those incarcerated -- however shortly--
in the nation's 4,000 jails. Recent jail statistics clearly
point out an intimate relationship between the lack of a
livable wage and the commitment of crime. Of the nation's
total jail population, it is estimated that only 45.8% were
employed full-time during the year prior to incarceration;
another 11.6% had part-time employment only; and 42.6% were



unemployed (3.4% never having held a job in their life time).
In urban areas the proportion of unemployed among jail inmates
rlses, probably to an estimated 60%

- The findings from proyects such as WILDCAT and NEW PRIDE
indicate that employment assistance can indeed be successful
and can reduce recidivism, and that employment is necessary
for successful reéeintegration into society., Yet, offenders
have more difficulty than other persons in obtaining employment.
The criminal record compounds the offender's unemployment prob-
lems. Regulatory and licensing laws restrict offenders in most
states from entry into over 360 occupatlons ranging from medicine
and law to barbering and undertaking. Civil disability laws
add to the stigma of being an offender and serve to reaffirm
" the public's negative attitude towards the criminal, creating
innumerable barriers - however "artlflclal"— to his employment.

The outcome of our inability to respond to the employment
needs of offenders is often recidivism. Glaser stated in
The Effectiveness of a Prison and Parole System that "unemploy-
‘ment may be among the principal causal factors in recidivism
of adult male offenders." In Adult Crime and Social Policy,
Glaser went even further pointing out that since 90% of re-
ported felonies committed by repeat offenders are property
crimes, a return to crime probably is viewed by the offender
as a return to the profession which best enables him to meet
his monetary . and human needs.

Unemployment and crime, however,. must not be studied
simply as statistics. Behind the figures is hidden an enormous
~amount of human tragedy and human waste. Unemployment not only
deprives an individual of physical and material well-being, it
also deprives him of self-esteem, peer and family support, and
social linkages. Being out of work, especially with a criminal
record, is a personal tragedy for the unemployed individual
and his family. It is also a very real crisis for the local
community and for the natlon.

The 1978 CETA Legislation and Its Implications for Offenders

The 1978 CETA legislation creates a clear-cut mandate
to the Department of Labor -- directly and through its local
_prime sponsors -- to ensure that the nation's offenders are
provided their fair share of the much needed training and
employment services.

, In his formal testlmony (Aprll 5, 1978) before the
Subcommittee ‘on Crime, -Secretary of Labor Ray Marshall clearly
“accepted such a mandate by both delineating the existing needs
and deficiencies and stressing the leadershlp role the DOL
~will assume in this area. : :
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While emphasizing the need for increased "communication
between CETA prime sponsors, the bar, and correctional agencies"
and the need to "increase private sector participation" through
more effective linkages between CETA and private business,
industry, and labor, Secretary Marshall concluded:

We cannot quarrel with the right of society to
exact a penalty for crime. But neither can s001ety
turn its back on one who has paid that penalty.

The CETA Reauthorization of 1978, and specifically the
funds allocated under Titles ITI, III and VII, provide the
opportunity -- perhaps for the first time -- to impact heavily
and effectively on the severe problems of unemployment and
crime. Yet, the mandate and the funds are not enough. Suc-
cessful implementation depends on knowledge and technical exper-
tise. Although prime sponsors have expertise in manpower
policies and strategies in general, their knowledge in criminal
justice and the special problems of offenders is frequently
severely limited. In order to implement the mandated offender
services, the criminal justice system and CETA prime sponsors
must coordinate their efforts and create llnkages to a degree
not previously attained.

The ACA and Offender Employment Programs

Since 1973, through its LEAA funded demonstration projects --
the Model Inmate Employment Program (MIEP) and the Coordinated
Community Offender Employment Programs (CCOEP) -- the American
Correcticnal Association (ACA) has continuously been involved
in developing better manpower services for inmates incarcerated
in city/county jails.3 Through these two project efforts, the
ACA has developed a basic model program that works. The model
has been successfully implemented in eight jails around the U.S.,
and in each locale a network of linkages between the jail pro-
gram and a large spectrum of community organizations and agencies
was created. The cumulative experience of these eight demonstra-
tion projects has led the ACA to believe that there is indeed
a way to provide -- albeit with limited staff, space, and funds --
much needed employment and training opportunies to men and women
incarcerated in the nation's jails.

In order to facilitate the transfer of knowledge gained
through MIEP and CCOEP to other institution/project staffs, the
ACA 1is making available in print the three main resources --
a Program Manual, a 16 unit Pre-Employment Training Curriculum, and
Teacher's Guide -- developed by the CCOEP progect staff for use
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at its demonstration sites. 'It should be made. clear, however,
. that these resources are not to be considered a prescriptive

package nor a planning guide. They" do not presume to deal

with all aspects of establishing an in-house employment program
for jail inmates; their emphasis is at all times on the practical
con31derat10n of 1mplementatlon.

Each aspect of the package, including each indiVidual

‘curriculum module, has been tested and validated through use
- with inmates and program staff, then refined, revised and re-

tested before publication.i The package does not advocate an
ideal program but takes into account at all times the practical
limitations of the typical jail, with: 1ts‘restrlcted funds,
staff, space, short stay and rapid turnover of the inmate popu-

~lation, and a mixture of pre-trial, pre-sentence, and sentenced

inmates. Therefore, the program stresses what can be done --
with limited funds, staff and space -- in a relatively short
period of time =-- 30-90 days =-- and utilizes an open entry/
open ex1t approach to all program services. .

Although d951gned specifically for adult inmates in city/

county jails, it is believed that this flexible model can be

adopted to serve equally well in state facilities and community-
based correctional programs for juveniles as well as adults.

The program model could'also be of assistance to local city/
county jail officials trying to comply with the standards re-
lating to inmate services and programs, release preparation,

‘and community resources utilization, as established by the Com-

mission on Accreditation for Corrections. 4 It could further
serve as an aid to corrections officials initiating discussions
with CETA prime sponsors in order to ensure that appropriate
CETA services will become available to incarcerated offenders
on an "outreach" basis, as well as a continuous basis after
release. ~

Osa D. Coffey
Director, CCOEP
October 1979
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CHAPTER I: STRUCTURING THE CCOEP PROGRAM

A. Program Goals

- The overall goals of the CCOEP project are:

1. To integrate and stabilize ingpates of city/county jails
in the community and on the labor market by decreasing,
or eliminating, a period of unemployment after release,
and by increasing their employability, employment oppor-
tunities, their ability to acquire a job, and chances
for job success and upward mobility, as well as their
level of skills basic to survival in our society; and,

2. To involve the community more fully in the reintegration
process of offenders in local jails by increasing the
community's awareness of the employment problems of
offenders and involvement in finding and implementing
possible solutions to those problems.

The local CCOEP program should serve as a catalyst in reachlng
these goals and as a brokerage agent and advocate for the inmates
to ensure their access to the services and agsistance they need.

From the start, every effort should be made to draw on all relevant,
available community resources and to provide direct services, in-
house, only when needed services are either not available in the
community or not accessible to CCOEP participants while incarcerated.

- The emphasis of the program should be on assisting inmates in
developing the skills needed to cope in' the labor market. Avoid
doing too many things for your clients, while emphasizing their
development of skills which will eventually enable them to fend
for themselves in the labor market and in the free world. '

Another goal of the program should be to convert idle jail
time to productive time. The jail could be a training ground as
well as ‘a lock-up.

The immediate outcome of your program should be:

1. The placement of job-ready inmates prior to or immediately
upon release, in jobs offering-a minimum entry. level wage,
a petential for upward moblllty, and a sense of self-worth;
or, ; , - '

2. The placement of not yet job-ready inmates into academic/

vocational programs and provision of other supportive
services which will enhance their employability.

B. Program Components

As the flow-chart indicates, the CCOEP program should include
. the following basic components =-- . provided either directly by in=
house staff or by referral to communlty resources:



Referral

Intake and
Orientation

Assessment of Job
Readiness & Skills

>

Testing
(as needed)

Pre-Placement
Activities

a. CCOEP Pre-
Emplq%ment By
Training :
Curriculum

b. Job Counseling

c. In-House
Academic/Voca—
tional Training
(as needed; if

available)

K

Placement
a. Jobs (includ-

ing PSE, supp.
work)

b. AJT

c. Academic/
Vocational
~ Training

n-{{.Follow—Up

Supportive Services
(as needed; by referral)

CCOEPVCLIENT.FLOW CHART



1. Referral Mechanism

2. Intake and Orientation

3. Assessment of Job Readiness and Skills

: (including testing as needed)

4., Pre-Placement Activities
a. CCOEP Pre-Employment Tralnlng Curriculum
b. Job Counseling
c. In-House Academlc/Vocatlonal Tralnlng

, (as needed)

5. Supportive Services (as needed)

6. Placement (jobs, OJT, academic/vocational training)

7.  Follow-Up

C. Developmental Activities

Your local CCOEP program will by necessity have to start modestly
and flexibly, leaving room for development and growth. In the start-
up phase, the emphasis should be on locating existing resources,
creating linkages, soliciting support, and integrating these into
a workable structure. ‘ : -

The following are some suggestions as to the necessary start-up
activities:

1. Survey of Community Resources - Keeping the program goals
and components in mind, you should make an initial survey of
existing ccmmunity resources on which to draw for your program
and make some initial contacts. Most large cities have social
service directories, often put together by the local chapter
of the United Way. These can be an invaluable resource and
should be obtained immediately. What you are looking for at
this time are answers to the questions: What organizations/
agencies could potentially provide your program with needed
services, resource persons, volunteers, materials, or supple-
mental funding? Who are key contact persons?

2. Establishment of an Advisory Board - Of crucial importance
to the early development of your local CCOEP program could be
an involved and hard-working Advisory Board. Select 8-10 mem-
bers and include someone from the administrative staff of your
jail, as well as a representative from the security staff.
(Having the security staff on your side from the very start
will prove invaluable in the long run.) Select a member

from the courts/parole/probation. Other suggested sources

for members are: Chamber of Commerce, Jaycees, National ;
Alliance of Business (NAB), Vocational Rehabilitation Centers, -
‘Colleges and Universities, State Employment Services, strong/
large labor unions, civic organlzatlons, volunteer groups, and
‘promlnent churches. A senior staff member from your local CETA
prime sponsor should also be included. :




; Look for people who have 1nfluence, contacts, a voice
xln the community, and access either to jObS or serv1ceb that
you need.

Use the board in develop¢ng your program by soliciting
advice and commitments. It is suggested that the board meet .
‘monthly, maybe more frequently during the developmental phase.

3. Facilities - The program manager must make sure that
adeguate ‘facilities are provided the CCOEP program from the
very start. Discuss your needs with the appropriate insti-
tutional administrator, and make sure there is a precise and
formal agreement in this regard. The following should be
included: ‘

a. Office space for CCOEP staff

b. Classroom space for 10-15 students for the use of
the pre-employmeént training program ‘

c. . Telephone, xerox facilities, office supplies
- \
d. " Secretarial support

e. Access to audio-visual equipment (if owned by the jail)

4., Staffing - The CCOEP program has four distinct components
which have to be kept in mind from the start: job counseling,
pre-employment training. job development, and supportive services.
The program manager's first job is to locate existing séervices
and personnel that can be used in these four components while
developing in~house staff (through CETA, VISTA, volunteer
organizations, or shifting existing institutional staff from
present functlons to CCOEP) to carry out remaining program

needs. :

The folléwing‘organizational chart shows the model to be
developed and expanded gradually as the number of cllents grows
and program funding/resources expand.,

CCOEP Coordination
and Administration

| Program Manager |
1 :

of . —T - I

(CETA, VISTA) Manager (CETA)

1
Job GbunSeling Pre;iggiiigent Job Development Sggggigéze

CCOEP‘Staff
Volunteers &
Interns

CCOEP Staff | | CCOEP Training
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In ~the above model, the shaded'areas‘lndlcate the use of
~existing services and personnel -the white areas full tlme CCOEP
staff to be developed

To get started on stafflng, you should pursue the follow1ng
channels:

a. Survey existing in-house staff for possible CCOEP
use and discuss the use of these for your program with
the appropriate administrator. Counselors may be used
as CCOEP job counselors. Social workers can serve as
CCOEP. liaisons with agencies providing supportive ser-—
vices. Teaching staff may help you teach some of the
pre-employment training models. Already involved vol-
unteers may serve in several of the CCOEP components
and may help you draft additional needed volunteers.
Correctional officers who have shown particularly good
relationships with inmates may also aid in your CCOEP
efforts.

b. Start drawing on outside/community resources for
additional staff support.. (See Chapter III for further
details.) Some specific suggestions are:

(1) Volunteer groups such as: Volunteers of America

(VOA), Offender Aid and Restoration (OAR), The Salva-
tion Army, The Jaycees, League of Women Voters, :

Chamber of Commerce, Kiwanis, Rotary, Lions, etc.

(2) Social agencies can provide an agreed-upon
number of man hours per week for counseling,; test=-
ing, job development, teaching, etc. Check out,
for example, the State Employment Office, parocle/
probation department, health department, vocational
rehabilitation programs and skills centers.

(3) Community Colleges/Universities can provide you
with volunteers and.interns for most of your CCOEP
components.  Contact student organizations as well
as departments of sociology, psychology, 5001al work,
criminal justice, and educatlon.

(4) CETA prime sponsors should be contacted immediately.
Through Public Service Employment (PSE), you can get ‘
full- tlme staff paid by CETA funds.

Develop written job descriptions for each job (including ,
those to be performed by volunteers). ' Check your institution's.
policy in terms of screening and processing staff to get the
appropriate passes to work in the jail. Make plans: for the
orientation and training of all who are to work in your program.

5. Establish Contact with Courts and Probation/Parole = Your
program success will to a great extent depend on good relation-
ships with the courts. They will be a main means of referrals

~11-



‘1nto the program.J Past experlence in the CCOEP program showed

that as each program became more and more effective, judges

“used it ‘increasingly for pre-~trial diversion, suspended sentenc-

1ng pending successful ‘program completlon, early release, etc.,

During the start- up period, the program managexr should

,dmake;personal visits to judges, state's attorneys, public

defenders, the probation and parole chiefs of division to

‘explain the CCOEP program and carefully plan for a good work-
" ing relationship, referral process, division of responsibilities,

and other matters of mutual concern. Be sure to have a written
program description along to leave with these officials for
further reference and study. It might also be wise to cocordinate
these visits with the chief court liaison at your jail, and to

set up a joint meeting between ali parties involved in the

client's process through the criminal justice system.

6. Establish‘In-HOUSe‘Cooperation - In order to get good

,‘ cooperation from the start from all others working in the jail,

arrange for a meeting with representatives from all areas of

: ~the jail such as administration, treatment, security, inmate

services, the library, food and medical services, and represen-
tatives from inmate councils and other groups. Briefly inform

“them of the new program, and invite them to share their sugges-

tions and concerns with you. It is particularly important to
get the security staff on your side, since they are crucial in

getting your clients to classes and counseling on schedule. Be

sure to have the security staff brief you on their "schedules"
(meals, recreation, etc.) so you can avoid scheduling conflicts
causing friction. : R '

7.° Establish Eligibility Criteria - In consultation with the
courts, jail administration, and security staff, establish a

~set of criteria for admission to CCOEP. If your institution

already has a work/study release program, check the eligibility
requirements for these programs. After approval by appropriate

~authorities, the CCOEP eligibility criteria should be written

down and made avallable to all concerned, including all inmates.

8. Establlsh a Referral Process = In order to 1nsure contin-

.uous and open access for clients to the CCOEP program, a

referral process should be worked out from the very beginning.

“Allow, if possible, for referrals from various sources =--

courts, administration, social workers -- as well as for self-
referrals by inmates. A referral form should be prepared and

' dlstrlbuted to these varlous sources.

9y Program Guide - A program descrlptlon should be prepared

for prospective clients, spelling out what the program can do
for themand what their obligations will be. Included in this
gu1de ‘should be 1nformatlon concerning the referral process

,’ =12~



and the established eligibility criteria. Begin modestly
with a few mimeograph sheets, and as the program develops
and stabilizes -- and as funds permit -- you might want to
have a small guidebook printed. . The Montgomery County Pre-
Release Center, designated an LEAA Exemplary Project, has
developed a guidebook which can serve as a good model.?*

*Montgomery County Pre-Release Center
11651 .Nebel Street
Rockville, MD 20852

k‘ =13~



CHAPTER II: CLIENT PROCESSING

;Intake,

1.  Check Eligibility - The intake process begins with an
individual interview, during which the potential client is
first checked for eligibility. If the client is found inel-
igible for any reason, he/she should be referred to other
appropriate sources for assistance. If the client is found
eligible, he/she should proceed with the intake process.

2. Orientation - Each new client should be given careful
orientation to the program. This can be done on either an
individual or group basis, depending upon the time schedule
as a whole  and the availability of staff.

Orientation should acquaint the applicant with the CCOEP
program and what the client can expect from it. If a program
brochure or description has been developed, it should be given
to the client, and salient points should be emphasized and

-elaborated upon. The identity of the program should be estab-

lished, and clients should be made to feel that they are not
passive recipients of services but active participants in a
mutual self-help environment. :

3. Client Data Forms - Upon the completion of orientation,

each new client should be interviewed and the CCOEP Client

Data Form should be completed by program staff. This is the
most important CCOEP record, as it will trace the progress of
individual clients through the program components. It will

also serve as a primary source for overall CCOEP data collection.

4. Client Work History - The client should also fill out the
CCOEP Client Work History Form. Since inmates frequently have
seriously disrupted lives, it is hard for them to provide a
coherent picture of past experience. They will therefore

need a great deal of assistance from staff in completing this
form. One copy should be kept in the client's file; one copy
should be retained by the client to be used in preparing his/
her resume; and a third copy should be forwarded to the job
developer so he/she can begin job development activities in

areas where the client has skills and experience.

5. Evaluation 1 - At the same session,. if the CCOEP evalua=

tion is being used, the client should complete the first of
two scheduled evaluations. (For further details, see Chapter V
"Record Keeping and Program Evaluation".)

6. Agsessment of Testing/Supportive Servicesg Needs - To
determine the client's needs, skills, job readiness, aptitudes,
etc., some type of assessment should be performed. An effort
should be made, however, not to duplicate testing. Check to




10.  Health

No health problems

0.
Form A 1. Mir]or physical prablems
CCOEP CLIENT DATA FORM 2. 'Zngr physical problems
.g. 5
i ailment)
Instructions: At intake fill in Part 4 and complete all available information (through 20) 3.  Minor psychiatric problens
in Part B by circling the appropriate code mumber and writing in. information as needed. If 4. Major psychiatric problems
"Other”, write in answer. Transfer codes to- the Client Data Log, then keep form in elient's 5. Drug Abuse
- ipdividual file. After intake, complete items.as information becomes available. g 81§oh01 Abuse
. ther
PART At N Military History 0. = No Military Service
- 1. Active Forces
Name of Client: Date of Birth: 2.  Reserve Forces
Address: - : I i} o .
12.  Type of Discharge 0. N/A
Telephone: Social Security No: Driver's License No: : 1. Honorable
. ‘ 2. General
Date of Intake: Form Completed By: 3." - Bad Conduct
Name: 4. Dishonorable
Title: 13.. Education Code last grade completed, e.g.:
“ 1. First Grade
. 2. Second Grade
EART B: ‘ B 12, Twelfth Grade
. 13. ?ne Year of College
- e o fars T - ’ e if college degree, code degree,
~Cotumn. Number and Title - B ) o G o i.e. BA, BS, MS, Ph.D., etc.)
. 1. ~CCOEP- 1D No. Assign each client a number, - SRS —_— = = - —
beginning with 001.  This ] : N
will ‘'enable you to keep track 14.. - SkiTl Level ? lsjzr?l?-;l??nd
of total number served at a 2 Skilled
S I - o B glance. 3.. Professional
2. Date of CCOEP Intake 4. Other
3. Age Years as of last birthday 15, Employment Status at Time 0. - Unemployed
: (e.g. 23) of Arrest 1. - Temporary Labor
- ; S I 2. . Permanent - part-time
4. Sex 1. Female 3. . Permanent - full-time
2. Male
- - R B o T 16 Current CJS Status 0. _Pre-trial Detentjon
5. Race 1.7 White 1. . Pre-sentence
2. Black 2. . Sentenced
3. - Spanish ‘Surnamed 3.  Probation
4. -American Indian 4.  Work Release
5.~ Other 5. Pre-release
D - - — - - e S 6. Study Release
6. Citizenship 1. .S, 7.. Other
2. Other - S S
o [ _ 17. Type of Current Charge 1. - Felony
7. Main {native) Language 1. English 2. ' Misdemeanor
‘ 2. Spanish B — . il _
3.  Other : 18.  'Nature of Current.Charge 1. Murder or Kidnapping
e — = — - - = - 2. gape ‘
| : : 3. obber: )
8. - Marital Status at Intake 1. Single ! T
: ’ 2. Married (legal or common law) g g\ggr‘?wted Assault
) 3.  Divorced B urgfary
6. Auto Theft
4, Separated 7 Assault
5.  Widowed 8. ‘Theft
e - Da e - — 9, . Forgery of Fraud
9. No. of Dependents 0. - Dependent ‘of other(s) ( }(1] g:ﬂg gﬁli:ssmn
;-. (1)_33 (Zilf) 12, “Non-support “
oD P,]t e e 13.- :Driving While Intoxicated ~
o BIS 14, Traffic Offense "
15. ; Other



19.  Length of Current Sentence

20.

21,

No. of Previous Convictions

Type of Testing

N/A (unsentenced) 26.
1-30 days

31-60 days

61-90 days

91-180 days

181-270 days

271-364. days- e
}S_;ﬁ ﬁgﬂﬁﬁi 27.  Salary Level
More than 2 years

Other

Nature of Work

QWA NOTNHRWN~O

—

0. None
1. One
2 Two, etc.

0. None
1. Environmental Deprivation -

Scale (EDS)

2 Maladaptive Behavior 28.
Record (MBR)

3. Minnesota Multiphasic
Personality Inventory
(MMPI}

4 General Abilities Test
Battery (GATB)

5 Differential Aptitude
Test (DAT)

6. Adult-Basic Learning
Examination (ABLE)

7. ~Test of Adult Basic

8

9

Supportive Services

Education (TABE)
. . Wide Range Achievement Test
(WRAT)
Other

22.

Assessment Outcome

Referral to Vocational Training cas
29.. Type of Termination

1

2 Referral. to

3 Referral to
Training

4. Referral to
Piacement

g Referral to

Education Program
Pre-EmpToyment

Immediate Job

Supportive Services

. Other

2.

Date and Place of Job Placement

Code month and date and write in
company name .(e.g. Acme Construc-
tion Company, 5/24) :

24,

Source of Job Placement

CCOEP. Program

Self

Relative

Former Employer

Union

State Employment Service
~Vocational Rehabilitation

O MU 8 WA =

Other

25,

Type.of Work

.

Permanent
Permanent
Temporary
Temporary
Other

full-time
part-time
full-time
part-time

0. “Unskilled

1. Semi-skilled

2. Skilled

3. . Professional

4.  On-the-Job Training
5

.. Other

Average pay per hour to. the
nearest 10 cents:

$7.01 - $8.00
More ‘than $8.00

0.  Less thah minimum wage
1.  Minimum Wage ($2.90)
2. $2.91 - $3.00

3. $3.01 - $4.00

4.  $4.01 - $5.00

5. $5.01 - $6.00

6. $6.01 - $7.00

7.

9.

Code types nf supportive services
used by client during CCOEP period
only (from date of intake to
termination)

0. . None

1. Medical (excluding drug/
alcohol treatment)
Psychiatric 7
Alcohol Abuse Treatment
Drug Abuse Treatment

Legal

Financial

Family
Educational/Vocational
Housing

Transportation

Other

- DWW NN

b

Negative - dropped out of

program prior to completion

Negative - dismissed from

program prior to-job placement

Negative - fired prior.to

60 days on job

Negative - dropped job

prisr to 60 days

05. Negative - rearrest/reconviction

11. - Positive-- completed 60 days
‘on job

12. ~ Positive - enrolled in
vocational training

13.- rusitive - enrolled in -
academic program

21, - Neutral - death of client
while in CCOEP .

22.  Neutral - inability to complete

: CCOEP because of health probs.

23, Neutral - transfer to other

institution before completion
- of CCOEP -* »

24. Neutral - due to necessity
client moved to different =~
geographic area before
completing CCOEP

30. . Other

o O O o
s, W N -

30..

“Date of CCOEP Termination

Code ‘month -and date only;
e.q. 5/24




NAME:

CCOEP CLIENT WORK HISTORY

T R .

‘Form B

CCOEP ID NO: DATE:

DESCRIBE YOUR LONGEST AND MOST IMPORTANT JOBS (INCLUDING MILITARY SERVICE). BEGIN WITH YOUR MOST RECENT JOB.

1. NAME EMPLOYER OR BRANCH OF MILITARY SERVICE . NAME JOB AND DESCRIBE EXACTLY WHAT YOU DID AND HOW
: | | S YOU DID IT. MACHINES AND TOOLS USED. - o
ADDRESS T T T T T T T T T T T T T T T T T e T
EMPLOYER'S BUSINESS S T/ T IR
LENGTH OF JOB "DATE, ENDED DAY REASON FOR LEAVING
2. NAME EMPIOYER OR BRANCH OF MILITARY SERVICE NAME JOB AND DESCRIBE EXACTLY WHAT YOU DID AND HOW
YOU DID IT. MACHINES AND TOOLS USED.
ADDRESS
“EMPTOYER'S BUSINESS
LENGTH OF JOB TDATE ENDED  PAY REASON FOR LEAVING
. = ]
3. NAME EMPLOYER OR BRANCH OF MILITARY SERVICE NAME JOB AND DESCRIBE EXACTLY WHAT YOU DID AND HOW

YOU DID IT. MACHINES AND TOOLS USED.

ADDRESS

EMPLOYER'S BUSINESS

Continued on back of page



~ T LENGTH OF JOB ~ DATE ENDED PAY ' o REASON FOR LEAVING

4. NAME EMPLOYER OR BRANCH OF MILITARY SERVICE NAME JOB AND DESCRIBE EXACTLY WHAT YOU DID AND HOW
T T A YOU DID IT. MACHINES AND TOOLS USED.
- ADDRESS - o

© T IENGTH OF JOB DATE ENDED PAY REASON FOR LEAVING
SUMMARY OF OTHER WORK EXPERIENCE
COMMENTS AND OCCUPATIONAL PREFERENCE




- see what test results are already available on individual
clients. Many institutions, for example, administer stan-
dardized tests (e.g. Maladaptive Behavioral Record, General
Abilities Test Battery (GATB), Vocational Opinion Index (VOI))
to inmates.

As part of the overall assessment process, the client's
needs in terms of supportive services should be considered
so that steps may be taken to respond to those needs by
appropriate referrals. Appendix 1 provides a simple check
list which you might find useful for this purpose.

7. Client Contract =~ Orientation should be ended by having
each client sign a contract specifying his/her obligations

as a CCOEP participant. This idea has been found to be use-

ful both in-instilling the client with a sense of responsibility
and ensuring that dismissal from the program does not occur
arbitrarily. The contract should be simple, clear, specific,
and followed to the letter.

There are several options in the construction of client
contracts. A-standardized contract may be drawn up for all
clients (see Appendix 2). This option is especially advisable
when program staff is limited. Individual contracts may also
be drawn up based on each client's needs, developing a plan
for his/her participation. For example, an individual contract
could require work on a GED or attendance at drug abuse therapy
sessions, in addition to participation in CCOEP activities. A
third option would be a combination of those already outlined.
It would include a standardized section at the top as well as
an individualized section at the bottom, based on individual
needs as revealed by assessment activities.

B. Testing

The nature of testing will depend on the available resources,
funds and personnel, as well as the assessment outlined above. It
can vary from a simple checklist, performed by program staff/volun-
teers, to extensive vocational testing provided by, e.g. a local
vocational skills center. Determine the availability of community
resources for in-depth testing and use these by referral (e.g.
colleges, state employment agencies, CETA supported skill centers).

For testing a client's job readiness, several ex-offender
programs around the country have developed their own simple tools.
(See sample in Appendix 3). You might find one of these useful
for your purposes. In addition, a simple Diagnostic Test was .
developed by ACA staff for use in the CCOEP demonstration programs.
(See CCOEP Teacher's Guide).

- -19-



- C. Job Counseling

: Job counseling begins at intake and does not cease until the

client has successfully completed 60 days on a job. Both profes-
- sionals and para-professionals should be used as counselors. The
type of counseling and the particular approach are less important
than the development of a client/counselor relationship character-
ized by trust, concern, respect, and continuity.

Individual counseling as well as the pre-employment tralnlng
curriculum can help clients understand the nece551ty of acquiring
proper work attitudes, habits, and the accompanying social skills.
The job counselor must help the client raise opinion of him/herself,
~develop self-confidence and independence, and focus on realistic
job goals (botii immediate and long-range) as well as guide him/her
to the proper resources for needed assistance.

Counseling, however, should not take place in isolation.

Indeed, if there is any opportunity for the client's spouse to
be involved in counseling sessions, this should also be done.

D. Pre-Employment Training

‘ ACA staff, in consultation with Educational Systems for the
Future, have developed a curriculum specifically for CCOEP use.
It is modularized, competency-bassd, open—-entry/open-exit, and
intended to be taught by voluntesrs as well as in-house staff.
(See CCOEP Teacher's Guide for full details.)

Evaluation II - Upon completion of the curriculum, each
participant should be given the CCOEP evaluation for the second
time.  (See Chapter V for further details.)

E. Job Placement

Once intake and orientation have been completed and pre-employ-
ment training is in progress, counselors can begin in earnest to
help the participant set some goals and initiate a plan of action
that will result in a source of income. All available resources
should be tapped, including work release and other employment
~related programs within the institution, as well as sources in
the community. (See Chapter IV “Job Development" for further
details.) : : : :

" F. Supportive Services

Based upon the needs identified in the assessment phase,; the
client should be referred to appropriate supportive services. Unless
your institution already has a form for this purpose, you mlght want
- to use the CCOEP Social Agency Referral Form. ;
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H

ACTION TAKEN:

i

CCOEP SOCIAL AGENCY REFERRAL FORM

Form C

(DATE)
TO: . . FROM: o g B
(WORKER ) , (TELEPHONE NO.) (WORKER) @~ TELEPHONE
[AGENCY) (AcmmcY) )
(ADDRESS) | ~ (ADDRESS) =
THE BELOW LISTED PERSON HAS BEEN REFERRED TO YOU EOR THE FOLLOWING REASON(S): DL
HE/SHE HAS AN APPOINTMENT WITH YOU ON o
o (DAY) (DATE) (TME)
NO APPOINTMENT WAS MADE BECAUSE s o o S
~ IDENTIFYING DATA
. TELEPHONE:
(FRsT) (MIDDLE) (LAST)
ADDRESS: _ DATE OF BIRTH:
- (STREET)
SOCIAL SECURITY NO.
(cITY) |
(STATE) (z1P)

ACTION BY AGENCY
Receiving Referral

THE ABOVE PERSON WAS: (1) SEEN BY OUR AGENCYD : (2) REFERRAL WAS APPROPRTATE

Please forward this form to CCOEP (Your Address)

Signature:



G. Follow:_P

Follow—up is cru01al ior overall program success. (1) It
will assure the client that he can receive assistance/counseling
if problems occur during the early period of employment. (2) It
“is one of the strong selling peoints in negotiating jobs with em-
~ployers since the employer can contact CCOEP personnel for assis-
tance if problems occur. (3) It provides the project with needed
feedback for evaluation purposes and improved program operation.

1. Minimum Follow-Up Schedule - Follow-up should occur a
minimum of six times -- at the end of each of the first four
weeks on the job, and bi-weekly thereafter until "termination".
A client is officially "terminated" from the CCOEP program at
- the end of 60 days on the job. However, if problems are prev-
alent at that time, follow-up should continue as needed. :

2. Types of Follow-Up - The follow-up with employers usually
consists of a telephone call. Clients who are on work-release
and are still housed in the institution can be checked in
informal counseling sessions scheduled after working hours.

If a client is released prior to termination, it is recommended -
that a CCOEP staff member contact the client's probation/parole
officer who might be._. of assistance in providing follow-up checks
on the client's p*ogress on the job. It should also be stressed
to the client. that in participating in the CCOEP program, he is
obligated to avail himself to follow-up interviews. Be sure to
get client's local address, telephone, and a name of a relative/
friend/neighbor in order to be able to contact him/her outside
the job as well as on the job. A suggested CCOEP form is
included for recording follow-up.

3. Termination - A client is officially "successfully"
terminated from the CCOEP program after 60 days on the job.
(For other types of termination, see the Client Data Form,

No. 29.) The program manager should then complete all infor-
mation on the Client Data Form and close out the individual's
file.
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NAME OF PARTICIPANT:

CCOEP FOLLOW-UP RECORD

1D NO:

NAME OF EMPLOYER:

EMPLOYER ADDRESS:

Form D

PHONE:

PARTICIPANT OCCUPATION:

BEGINNING WAGE:

DATE PERFORMED:

SUPERVISOR:

PRESENT WAGE:

FIRST CONTACT — 1 WEEK

PERFORMED BY:

CCMMENTS:

DATE PERFORMED:

SECOND CONTACT — 2 WEEKS

PERFORMED BY:

" COMMENTS:

DATE PERFORMED:

THIRD CONTACT — 3 WEEKS

PERFORMED BY:

COMMENTS:

FOURTH CONTACT — 4 WEEKS
DATE PERFORMED: PERFORMED BY:
COMMENTS:

DATE PERFORMED:

FIFTH CONTACT 5 WEEKS

PERFORMED BY:

COMMENTS:

SIXTH CONTACT — 6 WEEKS
DATE PERFORMED: PERFORMED BY:
COMMENTS:

* DATE OF TERMINATION:



" CHAPTER III: THE USE OF VOLUNTEERS

The use of volunteers in corrections has been viewed by many
as a significant and vital step in the direction of breaking the
offender stereotype and involving citizens in the criminal justice
" system. The results of volunteer programs have shown that the
volunteer's support, counseling or assistance can attack the root
causes of recidivism as well as provide good role models. The
talents and training of citizens should be used as a resource to
~expand and improve your sexv1ces and as a tool to acquire more
support from employers.

Volunteers have been used in every capacity in the criminal
justice system, but the most notable successes have been in parole,
probation, courts and one-to-one counseling with inmates. Your
program could utilize volunteers in several ways such as job bank
development, career counseling, clerical support, vocational train-
ing, development of contacts with the community and potential
employers, and as curriculum instructors.

‘Program Planning

The key to successfully developing and maintaining a volunteer
program is to ensure that it is well-managed and well-supported by
staff and the administration. The haphazard or non-planned use of
volunteers creates many problems and consumes valuable time. The
first step in considering the use of volunteers must be to determine
their legitimate use so as to satisfy the program's unmet needs and
improve its quality. Program staff should be involved in the plan-
ning stage, and commitment from the apprcpriate agency for necessary
office space and cooperation shculd be obtained. The volunteer
program should be designed as an integral part of the total agcncy
program.

The use of volunteers should be planned as a legitimate program
with predetermined priorities and goals and defined objectives.
Sufficient time should be alloted to this process to develcp a real
"program". ~“The program should be structured through the use of
timetables, a volunteer coordinator or superviscr and the develop~
ment of job descriptions, all of which will help attract and retain
volunteers. : :

The job description is a vital element in program design as it
defines the volunteer's tasks, responsibilities and length of assign~
ment thereby eliminating confusion and uncertainty for the volunteer,
and the reseatment of the staff.  The volunteer's role can be care-
fully defined so as to supplement and complement the duties of the
.paid staff. The goals and priorities of the program as well as
specific personnel policies and guidelines should be reflected in
“the job description. A good job description can: (1) help focus

~the recruitment campaign; (2) assure selection of gualified volun-
-teers; (3) become an effective training tool; and, (4) enable fair
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and honest performance evaluation.1 A sample job description and
guidelines for writing the description are included in Attachment 1.

Technical assistance can be obtained sometimes for the planning
and designing phases of the program. There are over 300 Voluntary
Action Centers (VACs) which have grown out of local recruitment and
referral efforts and can provide technical assistance and information
“to local agencies attempting to design and implement their own pro-
grams. When there is only limited staff available to develop the
volunteer program, the program manager should make extensive use of
existing volunteer groups, volunteers in corrections programs and
volunteer coalitions and clearinghouses for models and assistance,
(see Attachment 2 for listing and profile of organizations and programs).

Existing organizations and programs can be of use in four major
ways: (1) by providing a model to be followed; (2) by providing
- guidance while designing and implementing program; (3) by extending
their program services to your program, and providing supervision,
.coordination and monitoring in conjunction with their larger programs;
and, (4) by recruiting, screening and/or training volunteer applicants
for referral.

Recruitment

When a program has limited staff and resources, recruitment
efforts should be conducted through local VACs or established commu-
nity or correctional department volunteer programs. When other
organizations are doing the recruiting you must provide them with
your criteria. Volunteers should be recruited with specific needs
in mind, and individuals with desired skills or talents should be
sought in appropriate professional and civic groups. Imagination
should be used to discover new sources of volunteers. If your
program conducts the interviews and screening process, several
pointers should be remembered: (1) determine the number of hours
the volunteer expects to work and the duration of his/her service;
(2) explain the nature of the service; (3) apply predetermined
criteria when evaluating the applicant; (4) determine if personal
reasons are a factor in offering service; and, (5) have the indivi-
dual return the application at a later date to allow him/her to
screen self out. The volunteer applicant must be carefully inter-
viewed as if for a staff position, and unqualified applicants should
be rejected (See Attachment 3 for some questions most frequently
asked by volunteer applicants.)

Orientation and Training

Orientation and training are important elements in assuring
the success of the program. Staff should also be trained in how
to use the volunteers effectively in a partnership and in how to
identify with and understand the role of the volunteer. The nature
of the training depends on the tasks to be assigned to the volunteer.
Several manuals and training films are available and particularly
helpful when the volunteer must work closely with the offender.
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Ong01ng Concerns -

The program manager must be concerned w1th the personal priori-
ties, needs and interests of the volunteer when making assignments.
The position should be flexible so as to ensure the volunteer's
continued interest and availability to the program. Alienation of
the volunteer by unreceptive staff should be prevented by encourag-
~ing the staff to offer support and involvement and by involving the
staff in the program planning. The volunteer must be made to feel
~an integral part of the total agency staff.

'~ The effectiveness of the volunteer and his work depends on the
extent of monitoring, supervision and the gquality of the direction.
A volunteer supervisor or coordinator should oversee the volunteers
-and can be either a representative of the program itself or the out-
side group providing the volunteers. Adesquate supervision is the
crucial element in determlnlng liability of the volunteer or the
program when involved in a tort claim.

Liability

The chances for llablllty arising out of the volunteer's work
can be minimized by assuring that the volunteers understand their
specific job and responsibilities. The program manager or volunteer
coordinator should also make sure that the volunteer receives the
- proper training and is fully aware of the potential problems which
could arise. The potential for liability in volunteer programs,
however, has seldom led to litigation.

The volunteer may be considered an agent of the state although
he/she is not recognized as an employee. Claims for injuries aris-
ing out of the proper duties of volunteers can be submitted against
the state, the volunteer, or both.  The volunteer can be held
personally responsible for damages, sut the state may have a form
of insurance to cover the volunteer. Since each state's procedure
and laws may vary in regard tc-liability and insurance, the program
- manager should check with the department of corrections and state

attorney general's office for their state. Volunteer groups may
also be familiar with the nature of the volunteer's liability in a
particular state. The ABA has produced. a booklet detailing the
‘relevant issues in tort claims and the defenses to liability.3 The
use of waivers should be considered in order to limit and control
the degree of exposure of the state agency to liability claims by
“volunteers and to inform the volunteer that the job may contain
Tpotentlal llablllty situations. :

Retaining‘the Volunteer

A final point to remember is that the volunteer's efforts must
" be encouraged and recognized with the appropriate reward. Their

interest and enjoyment of their work must be sustained. Many forms
of reward are possible ranging from formal certificates or hour pins
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to a simple letter of thanks. You will not be able to retain all
of your volunteers since many may use volunteer work to gain experi-
‘ence necessary for a salaried job. This should be expected, however,
.and not lead to discouragement.

Implementation of a volunteer program requires hard work and
commitment from everyone involved, but the pay-offs are many. The
results of a survey of sheriffs by the National Sheriffs' Association
reported that 1/3 of the respondents made use of volunteer services
in their jails, and several other studies have shown successful reduc-
tions in recidivism.4 Volunteers can be the most valuable resource
available to correctional programs.

FOOTNOTES

1. John H. Cauley, "The valuable, Vital Volunteer Job Description,"
Voluntary Action Leadership, (Spring 1978) p. 26.

2. Peter Gurfein and Trisha Streff, Liability in Correctional
Volunteer Programs: Planning for Potential Problems, (Washington,
DC; ABA, The National Volunteer Parole Aide Program, 1975) p. 5.
Ten states will indemnify or pay Jjudgement on their behalf -
California, Colorado, Connecticut, Florida, Missouri, Montana,
New Jersey, New York, Oregon, Wisconsin. '

3. "~ Gurfein and Streff,‘gg. cit.

4, AMA, The Use of Volunteers in Jails, (Chicago, IL; AMA Pilot
Program to Improve Medical Care and Health Services in Correc-
tional Institutions, U.S. Department of Justice, 1977).
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ing. And they can bridge the gap be-
tween an agency and ils public. Job
descriptions help establish an organiza-
tion's ‘authornity to direct and contro! the
activities of volunteer workers to provide
better service to chents. -

How
By Hope M. Martin

ACH VOLUNTEER ROLE SHOULD

have a well thought-out cleariy

stated job description, designed
to ensure that the important elements of
the job are properly identified and de-
scribed. When clearly defined,” a job
description affords the volunteer a visi-
ble ‘place in the agency. It should be
used to:
® clarify job responsibilities to help the
volunteer understand his/her job;
® clarify relationships between jobs;
® select new volunteers and introduc
them-to their jobs; .
®. forecast training needs; ’
® assure that the volunteer and his/her
supervisor agree on the important ele-
ments of the job; and
® establish standards of performance
for evaluation purposes.

A job description should be flexible
enough so that when it is reviewed by a
supervisor and volunteer in conference,
changes may be made to assure that
they are in complete agreement as to
the content of the job description.

A job description should include infor-
mation in five basic categories: general
description, skill level, task analysis, end

Attachment 1

the amount of time involved. (part-time
or full-time).

Skill Levei

Every job description should spell out
the :skilts needed to perform the job,
such as:
® Specialized, technical or practical
skills. State accurately and clearly how
much "know-how™ is required for the
position,
® Human relations skill, Describe just
what the job demands in terms of deal-
ing with people. i
®  Managerial and consultative skills.
Describe the job requirements for get-
ting things done through other people
and for integrating and coordinating the
activities.

Task Analysis

The tasks are the "do" -slatements .

about the job. Concise and clear state-
ments characterize the task. Each siate-
ment should start with a capitalized ac-
tion verb. Example: Counsel individuals
in_management of financia! resources.
Here are some. examples. of action
verbs:

Accept Assist Evaluate
Administer Consult Formulate
Advise Counsel Guide
Appraise Create Interpret
Assimilate Develop Implement
Assign Employ Keep

SAMP

Agency pepy,

Superyisor Missy Ha‘nu lton
N
olunteey cordinator i Va) ia
Vi [+ i Vi v, nt

- ® success as 1t

Recommend

Lead Prepare

Measure Promote Represent
Maintain Participate - Recognize.
Organize. . Review Schedule
Provide Recrunt Train

End Results (Evaluation)

The expected results of the job should
be measured against: :
® progress toward accomphshment of
program objectives:
relales to tasks
assigned; and .
® growth of the volunteer in the job.

Resources

Resources for training for and imple-
menting the volunteer job should be
defined as the role is developed.
Resources should be identified at three
levels:
® supervisory—resources used by a
professional staff member in training;

® volunteer—resources for use in’

" carrying out the assignment;

LE yOB 'DESCRIPT[ON

® ciient—resources the volunteer
might need 'to give to a client.
Resources can be as sophisticated as
films, slides, filmstrips, or as simplified
as a one-page fact shee!., If human
resources are available, they should be
listed, too. What is important is plan-
ning for support of the voiunteer job
through provision of training, materials
and supplies. :

Pro

“borl:m Programg for the
o tie ‘Supervjsor and
al® Apriy 16, 1973 ¢

R B, SXILL a teer crafy
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or ma t sev ® Capable ¢ .
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N intere 5 T interprap; )
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General Description
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Attachment 2

Natlonal Center for Voluntary Actlon (NCVA)
1214 1l6th Street, N.W.
Washington, DC 20036

Can provide valuable material on how to use volunteers,
set—up programs, recruit, train, etc. Lists of local Voluntary

‘Action Centers and other volunteer bureaus can be acqulred

through this center.

 Technical Services Division of NCVA -

A contact point between NCVA and the Voluntary Action
Centers which can provide information, technical assistance
and publications.

Véluntary Action Centers (VAC)

Three hundred autonomous local agencies tied together in
national network through their obligation with NCVA. WwWill
design programs, train staff, sponsor training seminars, pro-
vide consultation and technical assistance.

National Information Center on Volunteerism (NICOV)
P.O. Box 4179
Boulder, CO 80302 -

Clearinghouse for information, training manuals and also

provides some consultation and on-site visits and workshops.

National Association on Volunteers in Criminal Justice, Inc.
12060 West Bayaud

’Denver, Cco 80223

A coalition established in 1977 concerned with identifi-
cation and directory maintenance of local criminal justice

volunteer programs, providing an information referral service

for criminal justice volunteer programs, increasing communi-
cation between programs and generally -promoting the use of-
volunteers.

U.S. Jaycees Crlmlnal Justlce Program

.P,0. Box 7

Tulsa, OK 74102
918/584 -2481

Have a nat10nw1de volunteer network set up.“Good source:
of assistance in develoang relations with state employment
offices. A corrections program chairman exists in each state

“to assist in contacting other projects aiding ex—offenders.
- Tulsa office can provide list of chalrmen.
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10.

11.

12.

ACTION/VISTA ‘

806 Connecticut Avenue, N.W.
Washington, DC o
202/254-7376

Volunteers in Probation and Parole (VIPP)/NCCD
200 Washington Square Plaza
Royal Oak, MI 48067

Offender Aid and Restoration, U.S.A.
414 4th Street, N.E.
Charlottesville, VA 22901
804/295-0089 -

Can provide a volunteer handbook ("OAR's Volunteer's
Book") which provides an outline of how a program should be
run and guidelines for the volunteer.

National Sheriffsgs' Association
1250 Connecticut Avenue, N.W.
Washington, DC 20036

LEAA, Office of Citizen Initiative Programs
633 Indiana Avenue, N.W.
Washington, DC 20530

John Howard Association
67 East Madison Street
Suite 216

Chicago, IL 60603

The Volunteers of America
340 W. 85th Street
New York, NY 10024

Other Organizations

National Association of Volunteer:Services in Criminal Justice

(organized by state planners)

National Alliance for Volunteerism

 '(includes all social institutions)

Man-to-Man, International, California

Association of Junior Leagues
AFL-CIO ’

. Big Brothers Association
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Sample Programs

PACE (Programmed Activities for Correctlonal Education)
2600 South California Avenue

Chicago, IL 60608

Director: Jack Solomnon 312/927~3675

Offers inmates in Cook County Jail a program of basic
education, vocational shop training; job counseling and
placements. Two-hundred volunteers support and supplement
the work of 28 paid teachers and counselors.

Pre-Release Program

Jester Unit #1

Richmond, TX 77469

Director: Alan Mitchell =~  713/494-2762

Prepares inmates for release into community and utilizes

volunteers from community clubs, professional associations and
agencies in running classes and discussions. '

Bucks County Association for Corrections and Rehabilitation

~Bucks County Prison

138 South Pine Street
Doylestown, PA 18901

- Utilizes wvolunteers in delivery of a variety of services
such as educaticnal and vocational training.

Volunteer Program

Shelby County Penal Farm

Route 8, Box 500

Memphis, TN - 38134 : '

Director: Martin Toma 901/386~4391

Volunteers used to prepare inmates for release.

Senior Volunteers for Monroe Reformatory

. Senior Services of Snohomish County

3402 '112th Street, S.W.
Everett, WA . 98204
Director: Sally Wren/Barbara Nles , 206/355~-1112

Senior citizens contribute to job training, job develop-
ment, job counseling and other services. : '
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Attachment 3

.- SOME QUESTIONS VOLUNTEERS ASK*
1. What community affiliations and financial support does your
agency have? What does that mean?
2. Who is the person designated to coordinate your volunteers?

3. How will my responsibilities differ from paid staff? Will I
be replacing paid staff?

4. = What arrangements do you have for a trial period on my
assignments?

5. May I see a written description of my possible volunteer
tasks?

6. What are my opportunities for advancement? Variety?

7. What's required of me in the performance of my duties?

8. What are the channels of communication for suggestions,

problem solving and evaluation?

0. What kind of orientation, training and supervision will I
have? :
10. How will records of my service be available if needed?

*Voluntary Action Leadership . Summer 1978
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 CHAPTER IV: JOB DEVELOPMENT

The overall~Success‘of'the program can be dependent on  the

effectiveness of its job development component. This makes the
~job developer one of the most essential members of the staff.

Full-time, experienced job developers will be most effective and
should eventually be hired as funds and resources become available.
However, the experience of ACA's demonstration projects showed that
part-time volunteer; intern job developers could be used effectively,
given some good basic training and a well worked out and orderly

"job development process. This chapter gives some basic pointers

on the art of job development as well as a process (and accompany-

ing forms) proven to work efficiently.

The Role of the Job Developer

‘The effective job developer‘must acquire the specialized skills
needed’ to research the local job market and hiring practices, and

to locate specific jobs through interviews with prospective employers. .

He/she has four major tasks: (A) identify, develop and make available
employment resources; (B) develop and maintain healthy, positive,

cooperative relationships with employers, companies and other rele-
vant agencies; (C) screen participants and match them to appropriate

~jobs; and, (D) provide follow-up and supportlve services to partici-

pants and employers after placement.

A further role of the developer would be to assist the program
manager in modifying the program to suit labor market trends, as
well as to aid the employer in redefining hiring practices to pro-
vide more opportunities for the ex-offender.

, A concentrated effort should be made to develop good working
relationships with other local ex-offender émployment programs
and community employment services, in order to avoid duplication

of efforts. However, experience has shown that even in areas where

outside ex-offender employment programs such as NAB operated, most
placements were made into jobs directly solicited by the program.

AL Identifying Employment Resources

As a job developer, you must understand the trends of the
labor market, be familiar with the needs of local employers and
unions, and be acguainted with the hiring practices and job guali-
fications of individual employers. You may obtain background
information through the State Employment Service, local colleges
or universities, area newspapers, personal contacts and interviews

with employers and personnel departments.

i
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The Human Resources Development Institute (HRDI), the manpower
arm of the AFL-CIO, also promotes training and employment opportuni-
ties for the disadvantaged, unemployed or underemployed, and has
offices in over 50 cities. - ,

‘Other sources include Comprehensive Employment and Training
Act (CETA) prime sponsors, the National Alliance of Business (NAB),
and Opportunity Industrialization Centers (IOC). Listings contain-
ing these and other employment programs for offenders may be obtained
from: , ,

American Bar Association - - "About Time: Directory of
1800 M Street, N.W. CETA Funded Offender Programs"

Washington, DC 20036 - "Directory: Organizations

Providing Job Assistance to
Ex-Offenders: ‘

CoNtact, Inc. | - "Ex-Offender Employment"
P.0O. Box 81826 -
Lincoln, NE 68501

National Governors' - Information Exchange Service
Association for Employment and Training

Hall of the States ‘ : of Criminal Justice Clients
444 North Capitol Street ,
Washington, DC 20001

B. Developing Positive Employer Relationships

Once you have identified specific companies or job openings,
you should begin compiling as much information about them as possible
in preparation for phone contact and personal visits with employers.

Arrange a personal visit with the employer by a phone call
early in the week. Give a concise explanation of the program and
its goals, and suggest how you can be of service to the employer.

~ The visit itself should be used: (1) to exchange information
to determine whether the company is a desirable place of employment;
and, (2) to gain the employer's cooperation and support. Concentrate
on selling the idea of hiring program participants. The following
~guidelines should assist you in making the personal visit successful:

1. Be well supplied with printed materials on your program,
the Federal Bonding Program, and any other information which
‘supports the hiring of ex-offenders. (For further information
on the Federal Bonding Program, see Chapter VI, Section,c;)‘

2. Profile your program and clientele, and discuss its .
services, success, size, etc.
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3. Ask questions and show interest in the business with
particular stress on learning about job openings, the mood
of the company and the receptiveness of the employer.

4. Relate your employment services to the employer's needs
‘and stress that you only wish to provide employees for his/her
approval. Be honest about the potential risks and problems
and stress that you are not asking him to lower his qualifica-
tions. Honesty about cllents histories and abilities is
essential.

5. . Go over the following selling points for working with
the program stressing the business reasons for hiring ex-
offenders and also appealing to his/her civic responsibility:

a. Provides employers with services of the program
~on a no-fee basis
o clients are screened and matched tc job specs
° clients are prov1ded with pre- employment train-
ing
() follow~up counseling and support services are
provided
e employees are supplled without the cost of
’ advertising job openings

b. Provides employer with good workers

° many ex-offenders have good skills, but just
need a break

[ ) clients are motivated because have volunteered
to participate in the program

° ex-offenders have been shown to be committed
and trustworthy employees

e  ex-offenders often exhibit resourcefulness
and independence

c. Helps’company meet affirmative action requirements

d. Benefits taxpayers and economy
® eliminates cost of 1mprlsonment and
reduces recidivism
e reduces number on welfare role
®  generates tax revenue since employed
: offender can pay taxes
® creates another consumer
[ reduces cost. of crime .

S e. Helps the offender become a productlve self- suff1c1ent
and contrlbutlng member of society :

6. Encourage employer involvement in the program by inviting
him to visit the program or even help with the classes. Exposure
to the program will increase the employer s understanding of the
nature of the services and will help create a cooperative working
Mrelatlonshlp.
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7. Sell the program first, then the participant. Obviously,
if the project's reputation is based on a single person, the
failure of that person to perform well on the job will transfer
(in the employer's view) to the agency as a whole. Conversely,
an employer who is sold on the concept that hiring offenders
and ex-offenders is good business will be willing to continue

~ recruiting from this labor market, despite an occasional unsat-
isfactory experience.

8. Obtain other employer contacts and determine who is the
correct person to contact in future communications with the
company . :

C. Screening Participants and Matching Them to Jobs

- Matching the job specifications and needs of the employer to
the skills and interests of the participant is a crucial element.
Make sure that the job is the client's choice as well as your own.
Careful placement will :lot only ensure that the employee will retain
the job but also serve as a good advertisement of the program's
success.

D. Providing Follow-Up and Needed Services After Placement

Once the participant has been placed, follow-up with the
employer and deal with any problems which may arise by providing
both the employer and the client with appropriate support or
counseling services. Maintaining contact with the employer during
this period will demonstrate continued interest in both the business
and the program participant, thereby ensuring the future cooperation
of the employer. ;
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Form E

CCOEP JOB ORDER FORM

Job Developer: : o Date:

~Job Title: ‘ N | No. of Openingsi
Employer: S S Address:
Telephone:

Person Who Gave the Order:.

When to Apply: Filled By:
'Age Range: Sex: : Marital: Pay Rate:

: will
Work Hours: 7 Union: Experience Required[J yes [TIno Train

Job Summary (Work performed, equipment operated, etc.)

Physical Requireménts
Complete Examination, -emphasis on:

Partial Examination, stressing only:

No Examination

BEducation or Training Requirements:

Company's Comments:

CCOEP Comments:




Form F

CCOEP JOB REFERRAL FORM

TAKE THIS FORM TO: | _ | ADDRESS:_
PERSON TO SEE:,

TIME OF APPOINTMENT:

T L L T T L L e L L S e 2

INTRODUCING: SOCIAL SECURITY NO: /]
(First) (Middle; (Last) ‘

FOR THE POSITION OF:

COMMENTS:

If any additional information is needed concerning the above named individual. please feel free
to contact our office.

ASK FOR: PHONE:

Please fill out the space below to indicate whether you hired this applicant. Please mail this
form promptly to the COORDINATED COMMUNITY OFI'ENDER EMPLOYMENT PROGRAMS.

ADDRESS:
Hired: Starting Date: Salary:
Not Hired: Reason for Not Hiring: |

Signature: | , * Date:




' CCOEP , ‘ Form G

JoB PLACEMENT Log
Person Recording Information:

For Period . From: To:

| | Additional
CCOEP ID Nurber Date Placed Compary Wages dﬁimii’i‘é




CHAPTER V: RECORD KEEPING AND PROGRAM EVALUATION

To ensure full accountability of program efforts, records must
be maintained on all components and an evaluation conducted which
will provide immediate as well as long-range assessment of program
effectiveness. "To be able to document activities and results be-
comes indispensible whenever funding/refunding is being negotiated.
The following procedures will provide your program with an adequate
data base for most purposes (i.e. monthly/quarterly/annual reports;
funding requests; budget proposals; community public relations).

A. Record  Keeping

1. Individual Client Files (to be kept confidential)

A folder should be kept for every client accepted 1nto
the CCOEP program. This folder should contain:
a. Client Data Form (Form A, p.15)

b. Client Work History and Resume (to be completed by
client in Unit 4 of CCOEP Pre-Employment Training
Curriculum) (Form B, p. 17)

c. Client Contract (if used)

d. Test results (when applicable)
e. Social Agency Referral Form(s) (when applicable)(FormeC,p.'
f. Job Referral Form(s) (Form F, p. 39)

g. Report from pre-employment training manager on
attendance and achlevement, including all curri-
culum tests . :

h. Follow—Up Record (Form D, p. 23)

i. Evaluation Forms ,

j. Any additional, relevant data pertaining to the
individual client's progress in the CCOEP program

When a client has been terminated, his/her individual
folder should be transferred from the "active" to the "closed"
files. . :

2. Client Data Log

By transferring the codes from the individual Client Data
Forms to this log, you will have a convenient overview of all -
program demographic and activities data and the basis for man-
ually tabulated cumulative statistics as needed. ' (If you have
access: to a computer, the information from the Client Data Form -
can be coded and programmed for tabulatlon by computer 1nstead
- of using this log. )
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Form H
- CCOEP

" Client Data Log

,‘_r‘*f;B of “C’Zient Y,Data ~vFomé)

| INTAKES:

'_om: SRR 19

-CLIENT NAME

* CCOEP ID NO. o
Date of CCOEP I'ltake S
Age T T

‘&

-

Citizenship
Main/native Language

Marital Status ST )
. No. Dependents T T T
Health =~ T T T -
‘Military History
'IypeofDlscharge"';* o B
Education ; ' T
SkillTevel
 Fmpl. Status - o T
tJ.me of arrest
Current CJS Status T -
~ Type Current Charge S T
7*1\ietﬁre Current Charge ST -
I_ength Current Sentence T
No. Preﬁ;m 7C&£7§:tlonsﬁ e

- Type of Testlng

Assessment Outcome
' Date: Job Placement e TR T
WSource' Job Placement S
'Iype of Work EORM I R
Nature of \‘7\70?]2 RSP T :
s = L R

Support. Services

. Type of Termination

! -
S F o
S _ L el

te: QCOEP Termination




3. Job‘Placement Log

The Job developer should keep a-log of all placements
made (see Form G, p. 40). A record should be kept on clients'
income, taxes paid, payments made for room and board to the
institution, family support payments, and savings. The cumula-.
tive amount of monies saved and made by your program is one of
the strongest 'selling points in negotlatlng financial and
community support.

4, Volunteer Log

Keep a loag on volunteer input into your program. (See
Form I, p. 44).. By estimating the hourly salary of your vol-
unteers and keeping track of the number of hours they have ’
given to the program, you can translate services into hard
financial data. This, too, you can use in selling your program
to the community. ‘ e

5. Pre-Employment Training Log -

, The person in charge of managing the pre-employment train-
ing curriculum activities should be responsible for keeping a
~record of all classes taught, the number of students attending,

volunteer teacher hours, and clients completing the 16 units.

6. Monthly Statistical Data -

To keep a clear running track of the major program activi-
ties, it is suggested that a count be taken at the end of each
month. By combining the data received from intake, the job
developer, and the training manager, the Monthly Statistical

.Data Form can be filled out and provide you with a quick over-
view of program progress. : :

B. Program Evaluation -

Program evaluation is an important step in the developing and
implementing of programs. The size of the program should not deter-
mine whether or not there is an evaluation since all programs have
the same basic needs such as the monitoring of program functions
and the securing of continuous future funding. The objective of
evaluation research is to establish "clear and specific criteria
for success" which are then compared with information gathered on
‘the program and its outcomes in order to determine the effectiveness
and: sugcess of the program in terms of the originally established
goals. ,

: ‘The evaluation can be directed to accomplish two different
tasks: (1) it can provide feedback during the development and
operation of the program so as to produce program improvements; or,
(2) it can provide data to demonstrate program success and achieve-
ments upon completion of the program. These two functions must be
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Directions: List all volunteers (including unpaid interns) who have given any time to your

program.

Ll

CCOEP VOLUNTEER LOG

‘Form I

Est. hourly
salary

' Source Date of Basis (i.e. Total  Position
Name ‘of Volunteer (i.e. ACTION)‘ Service 2 hrs/week Hours in Comm.




; Form J
CCOEP MONTHLY STATISTICAL DATA

Prepared - by: o k C For month of: ) ., 19

Type of Data ‘ For Month . Cumulative

1. Number of Intakes (Total)

Number of Males

Number of Females

Number of Blacks

Number of Whites

Number of Spanish Surnamed

‘Number of Other {explain)

2. Number of Terminations (Total)

Number of Positive* Terminations

Number of Neutral* Terminations

Number of Negative* Terminations

3. No. of Job/Training Placements {(Total)

No. of Post-Release Placements

No. of VWork-Release Placements:

No. of Restitution Placements

No. of Public Service Employment
Placements

No. of OJT Placements

No. of Vocational Training Placements

No. of Academic Training Placements

No. of Other Placements (explain)

4. Clients currently in CCOEP Program:

*According to definitions on CCOEP Client Data Form, Item #29

CCOEP Curriculum Activities

(For each unit taught during the month, give date and the number of students
in the class)

pig
Unit Topics §
1. Why Work?
2. . Getting Your Social Securlty Card
3. Finding a Job
4. Writing Your Resume
5. Filling Out a Job Application
6. Interviewing for a Job
7. Keeping Your Job
8.. Managing Your Money
9. . Handling Your Checking Account
10. Establishing and Maintaining Credit
11. Preparing Your Federal Income Tax
Return
12. . Buying -a Used. Car
13. Providing for Your Hou51ng Needs
14. Planning Your Family
15. " The Dangers of Alcohol Abuse
16 The Dangers of Drug Abuse




: kept in mlnd in dev131ng the evaluatlon design since the purpose

~and recipients of the evaluation results will be entirely different.

" The former functlon is considered "normative" evaluation and can be
1ess formal since 1t is for internal use. The latter function,
"summative" evaluation, could be a major factor in-a program manager's
retundlng efforts and attempts to acquire local political support.

: : Evaluatlon research is needed when- program outcomes are complex
or hard to observe, when decisions to be made regarding the program

~‘are important or expensive, and when evidence is necessary to prove

the value of the program. The objective results of evaluation can.
be used to increase the natinnal impact of policy and decision-making
by minimizing opportunities for politicking when dealing w1th issues
such. as budget allocations and program plannlng. :

The nature of the evaluatlon must be guided by ‘the spec1allzed
~needs of the program and designed around program-derived guestions
based on the program objectives selected to be studied and the
. purpose of the evaluation, i.e. internal monitoring, demonstration
of program achievements to policy-makers or funding organizations,

- .or communication of program results to the public. The decisions
which will be made following the evaluation results should also be
identified and accounted for in the design of the evaluation. Pos-
‘sible decisions would be whether: (1) to continue, discontinue or
expand the program; (2) to improve its practices and procedures;

(3) to add or drop specific program strategies and techniques; (4) to
allocate resources among competing programs; or, (5) to accept or
reject a program approach or theory.

As many staff as possible should be involved in the assessment
of program needs. and objectives, and the determination of success
criteria to assure that all the factors such as budget constraints,
~staffing resources and the political situation have been adequately
considered. These are two major factors in the evaluation since
they will determine the measures and data sources selected to be
used in the study. Goals and success criteria must be specific,
attainable, and measurable for evaluation purposes. The preparation
of a program statement which outlines program activities, goals
and objectives is the foundation on which the success criteria are
based.’ The conclusions of the evaluation rest entirely upon this-
process and goal identification and criteria development since they
are judgmental decisions which only compare the definition of "what
is" with the definition of "what should be".

Careful assessment of needs and objectives is vital when a
program has limited resources for evaluation and must narrowly
confine its efforts to only the most crucial areas. Goals and
-objectives should be prioritized. A program such as CCOEP with
extremely limited funds may have only the means to provide minimal,
“imformal feedback on whether the instructors are performing their
-asks adequately or whether the curriculum is being used properly.
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The evaluation can be designed and conducted either by in-house
staff or outside consultants. In most cases program funds will
determine which can be used, but other factors to consider 'are the
need for objectivity, cooperation, understanding of program goals
and autonomy for the researcher. Graduate students from a local
university can be a valuable source of free, or very low cost, man-
power and will often be more able to devote time and energy to the
data collection than already overburdened project staff. The pur-
pose of the evaluation can also play an important role in this
decision. Findings of an outside consultant are more likely to be
accepted by monitoring or funding sources as being objective and
accurate, whereas the familiarity of program staff with the functioning
of the program may produce a more accurate report on the proper
completion of program activities.

Once the needs assessment has established which program objec-
tives will be studied and what criteria for success will be used,
the evaluator can begin designing the evaluation and make decisions
concerning the measures. to be used, the sources of information, and
the research design and methodology. The evaluator must discover
what types of data sources are available and can serve as indicators
to measure goal achievement according to the success criteria. A
variety of data sources may be available in which case several types
of data can be used in conjunction. Examples of data sources are
program or institutional logs, reports, and records, tests of
knowledge or skills, personal interviews, gquestionnaires or record-
ing of informal observations. The data should provide information
on variables which will indicate changes in the participants?
attitudes, values, knowledge or skills which are relevant to the
goals. The selection or creation of an instrument for the measure-
ment of success, such as questionnaires or tests, will be guwded by
the definition of program goals.

There are three types of research designs: experimental designs,
quasi-experimental designs, and non-experimental designs. They are
distinguishable by the amount of randomization involved in data
collection and the availability of control populations. Most
evaluation research uses a non-experimental design without control
groups or randomization such as "before and after" studies, "after
only" studies, case studies, and surveys.3 The frequency of data
collection depends on the methodology selected. A "before and
after" study would require data collection before a participant
entered the program as well as when he completed the program. ‘A
survey may require continuous interviewing of participants in order
to detect changes within the program itself. - An "after only" study
~would be concerned only about the effect of the program and there-
fore focus on information concerning individuals who have completed
the program. :

~The result of the evaluation could be a major report to be
issued to the public or just informal feedback into the program.
The form of the final results will depend on who conducted the
evaluatlon and the purpose of the evaluatlon.
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There is a grOW1ng amount of llterature on the topic of
evaluation research which can prov1de guidance as to the methodology
"best suited for a program and other 1ssues concerning individual
. problems., : . S

N_otes
l. © Carol Weiss, Evaluation Research: Methods of Assessihg Program
- Bffectiveness, (Englewood Cliffs, NJ; Prentice-Hall, Inc.,
‘ 1972) p. 1. o
'»21 ~Ibid., p. 6
3. For more detailed explanations of methodology consult reference

list, especially Carol Welss, Bvaluation Research and Lynn
Morrls, Evaluation Kit.

C. - The CCOEP Evaluation Design

; ~Due to extremely~1imited funding and severe restraints in terms
of staff, it became necessary to work out a very simple "before-after"
evaluation design, requiring minimum staff time in the implementation

‘and minimal cost and expertlse in analysis. . The result was the design
presented below which is in the format of a "test" taken by each pro-
gram client at two different times: (1) at intake; and, (2) after

completing the pre-employment training curriculum. It is directly
related to the skills and attitudes to be developed by the inmates
through the various program activities. The data gathered can be
manually tabulated on a pocket calculator. However, ACA staff found
that coding it for computer programming and having the program run
on a university computer using unlver51ty staff proved efflclent and
1ow ~-cost.

The CCOEP Evaluatlon Design proved workable and prov1ded signi-
ficant normative as well as summative data. However, it is strictly
limited to measuring changes in feelings and knowledge about the
world of work resulting from program activities, primarily the 16
unit curriculum. Obviously, whenever funding permits, a more exten-
sive and longltudrnal evaluation effort would be preferred, measurlng
in addition job adjustment/succeas and consequent reductlon in
rec1d1v1sm rates. :

- Since many programs, like the original ACA-conducted four
demonstration programs, are likely to suffer -~ at least originally =--
from similar restraints in staff and money, this modest evaluation
desrgn mlght prove useful as an ‘initial 'evaluation tool

-48-



O~

CLIENT EVALUATION QUESTIONNAIRE
DIRECTIONS:

GENERAL DIRECTIONS:
This questionnaire about the world of work is designed to elicit from inmates two forms of responses:

- Partl: Their feelings about themselves in relation to the world of work and,
Part 11: Their knowledge about basic'skills needed for succeeding in the world of work.

‘Both parts of the questionnaire are to be completed together, i.e., not at different times. The Personal
Assessment section {Part 1) as well as the Knowledge section (Part 11} are to be given on a Pretest /
Posttest basis.’ The combined test should be given before the start of the pre-employment training,
ideally, at intake, and at the completion of the pre-employment training.

PART I is an opinion scale which allows inmates to respond frealy. In PART 11, responses to all
items are designed in a progressive or hierachical mode from LEAST desirable or acceptable to MOST
desirable or acceptable. Weighting is given on the basis of that progession with 1 representing the
- LEAST desirable, 2 representing the mid-point, and 3 representing the MOST desirable in each item,

In each case, responses are scrambled to minimize the eventuality of fabricated responses. A coding

sheet (KEY TO PART |1} is provided for response analysis.

The Personal Assessment form (Part 1) attempts to measure general attitudes, feelings, and motives
- of the individual regarding the world of work. The Knowledge form (Part Il) directly measures the
knowledge of basic ‘world of work skills as they are taught in the module or units of instruction
“included in the curriculum.

The evaluation has two goals, therefore:-

1.. What was the effect of the knowledge presented in the curriculum package, (Part 11), and
2. Did that knowledge gained have any influence upon the attitude of the individual inmate
about the basic elements of the world of work? (Part 1 opinions).

TEST DIRECTIONS :

The following directions are to be given to the Client:

Include DATE :
“Include START TIME and STOP TIME
Include CLIENT I.D. NUMBER
Include INSTITUTION NAME
DO NOT ERASE ANSWERS; Put down first reaction or response; DO NOT CHANGE.

Use BALL-POINT PEN, if possuble
Briefly explain the difference between:

e eaboe

PART | = 'FEELINGS about world of work
PART Il = KNOWLEDGE about world of work
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“CCOEP EVALUATION

Client Dy . : , : Institution:
Date: : ‘ Start Time: Stop Time:
Check One: Pre-program (béfore taking CCOEP classes)
: - Post-program (after taking CCOEP classes)
Part 1
- Directions: Read the following statements and decide which answer in each statement describes

YOUR FEELINGS about yourself at this time. Circle only one answer for each question.
DO NOT ERASE ANSWERS. DO NOT GO BACK AND CHANGE ANY ANSWERS.

1. 1 have enbugh skills to get a decent job.
- Strongly Disagree Disagree No Opinion Agree Strongly Agree

2. My job training is good enough to help me find work easily..
- Strongly Disagree Disagree No Opinion Agree Strongly Agree

3. lcan handle a job interview well. :
. Strongly Disagree Disagree No Opinion Agree Strongly Agree

4. fam feady to discuss my criminal record on the job with ény one who can provide needed help.
Strongly Disagree Disagree No Opinion Agree Strongly Agree

5. | am willing to accept less than $4.00 per hour in order to get started in a decent job.
Strongly Disagree Disagree No Opinion Agree Strongly Agree

6. My work habits are good. : ,
Strongly Disagree Disagree . No Opinion Agree Strongly Agree

~ 7. lcan be on time for work most of the time. ,
“Strongly Disagree Disagree - No Opinion Agree Strongly Agree

8. When | am told to do something at work | don’t like, | am not afraid to talk to the boss about it.
-Strongly Disagree -Disagree No Opinion Agree Strongly Agree

9. Llike to work because it gives me pride in myself. ‘ : : A
- Strongly Disagree Disagree No Opinion Agree ' Strongly Agree

- 10. A job is necessary to get the important things in life such as: getting married, buying a housé, going -
to school, etc. S : ‘ i '
Strongly Disagree Disagree No Opinion , Agree. Strongly Agree

11. 1 feel that an increase in salary or wages should depend on how well | do on the jcb. ’
© Strongly Disagree Disagree No Opinion. . Agree Strongly Agree
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- Directions:

PART i

Read the following statements and decide which answer in each statement best describes -

YOUR KNOWLEDGE about the world of work. CIRCLE ONLY ONE RESPONSE FOR

EACH QUESTION.

My need to show up on time, well dressed
and groomed for an interview is:

a. very important
b. - not important
c. sometimes necessary

My salary increases should:

a. be given for each change in position
b. come with the cost of living increase
¢. include bonuses and rewards for out-

standing and superior work

To succeed in a job, 1 shouid look for:

a. ‘‘easy or soft job"’
b. nothing of any importance
¢c. more money

How much does the amount of money made
on previous jobs have to do ‘with what is
expected to be made on a new job? -

a.

little
b. agreatdeal
c. none

My job loss may be due to:

a. quitting for job with better position and
money '

b. lay-off o

c. quitting for job with better money

To hold on to a job, | should be satisfied with:

a.  fellow workers
b. - the job itself
c. ~income

10.

11.

12.

13.
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-a.
b

I should budget for:
a. future goals
b. basic needs only

c.  current debts and bills only

My Social Security Card is:

a. needed for a job and for tax purposes
b. not needed to get a job
c. needed for getting a job

A resume (list of my work experience) is
necessary in finding a job because it helps:

a. open doors for personal interviews
b. present'my strong points

c. . an employer quickly see what | have done

In filling out a job application, | should:

a. transfer information from my resume
b. try not to reveal my arrest record
c.. explain my convictionrecord, if asked

In preparing for a job interview, | should:

a. prepare exactly what | will say
b. create a positive attitude
buy a new set of clothes

C.

My checking account is important:

a. to establish credit
b. to keep my money safe
c. to keep from carrying large sums of cash

in buying a house or renting an apdrtment |
will need to consider:

the size of the house or apartment
if 1 can afford the rent
c.. how long it takes to get to work



. f2ria HeE
vL,/

'KEY TO PART I

DIRECTIONS: -

1. My need to show up on time, well dressed
1~ and groomed for an interview is:

(3) a. very important
(1) b.  not important
(2) c. - sometimes necessary

2. My salary increases should:

(3) a. be given for each change in position

(1) b. come with the cost of living increase

(2) ¢. include bonuses and reWardsv for out-
.~ standing and superior work

3. Tosucceed ina job, 1 should look for:

(2) a.. '‘easy or soft job"’

(1) b. nothing of any importance

(3).c. more money

4, How much does the amount of money made
on- previous jobs have to do with what is
expected to be made on a new job?

(2)-a. little
(3) b, agreat deal
{1) ¢.. none

B, My job loss may be due to:

(3) a. quitting for job with better position and
money

(1) b. lay-off

(2) c. quitting for job with batter money

‘ 6. Tohold on to ajob, I should be satisfied with:
(2) a.  fellow workers

(3) b. -the job itself
(1) c. income -

‘SEE ENCLOSED GENERAL DIRECTIONS

7. Ishould budget for:

(3) a. future goals

{1) b. basic needs only

(2) c. - current debts and bills only
8. My Social Security Card is:
{3) a. needed for a job and for tax purposes

(1) b. not needed to get a job
(2) c. needed for getting a job

9. A resume (list of my work eXperience) is

necessary in finding a job because it helps:

(2) a. opendoors for personal interviews
(3) b. present my strong points
(1) c. "an employer quickly see what I have done

10. In filling out a job application, | should:
(2) a. transfer information from my resume
(1) b, try not to reveal my arrest record

(3) c.  explain my conviction record, if asked
11. In preparing for a job interview, | should:
(2) a..  prepare exactly what | will say

(3) b. create a positive attitude

(1) c. buy anew set of clothes

12. My checking account is important:

(3) a. - to establish credit

{1) b. to keep my money safe

(2) c. to keep from carrying large sums of cash

13. In buying a house or renting an apartment, |
will need to consider: .

(1) a. _the size of the house or apartment

(3) b. if | can afford the rent

. {2} e. how long it takes to get to work
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Accomplishments and limitations of evaluative research are
applied to correctional procedures and programs.
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Moursund, Janet P. Evaluatlon An Introduction to Research De51gn.
Monterey, CA: Brooks/Cole, 1973. ,

Suchman, Edward A.+*Evaluative Research: Principles and Practice
in Public Service and Social Action Programs. New York, NY:
Russell Sage Foundation, 1968

The study addresses the concerns of researchers and adminis-
trators unfamiliar with the conduct of evaluation research.
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Wa:d, DaVid A; "Evaluative Research for Corrections," in Lloyd E.
Ohlin (ed.) Prisoners in Amerlca, Englewood Cliffs, NJ:
Prentlce Hall 1973. , o

Weiss, Carol H. Evaluating Action Programs: Readings in Social
Action and Education. Boston: Allyn and Bacon, 1972.
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fields which discuss purposes of evaluation and methods by which
information is obtained and conclusions generated.

Weiss, Carol H. Evaluation Research: Methods of Assessing Program
Effectiveness. Englewood Cliffs, NJ: Prentice-=Hall, Inc., 1972,
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'problems of the action setting, designing and carrying out the
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Wholey, Joseph S., and others. Federal Evaluation Policy: Analyzing
the Effects of Public Programs. Washington, DC:  The Urban
Institute, 1973.

Presentation of findings and recommendations needed to improve
administration, resources {(both financial and methodological) and
organizational arrangements governing the conduct and application
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Bibliography prepared by the National Criminal Justice Reference
Service for the U.S. Department of Labor, June 1975.
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CHAPTER VI: SPECIAL ISSUES

A. ' EX~-OFFENDER EMPLOYMENT RESTRICTIONS

Nature of Employment Restrictions Confronted by Ex-0Offenders

The ex-offender faces employment restrictions in both the
public and private sectors in the form of laws, court decisions,
policies, regulations and practices which severely limit his/
her job opportunities. Statutory provisions determine the
qualifications for government employment and for the issuance
of occupational licenses.

Security regulations also restrict the employment of of-
fenders by the Department of Defense Contractors and the bank-
ing industry. Statutes may deny licenses or public employment
on the basis of any one of the following conditions: (1) the
existence of a criminal record (16 states); (2) lack of good
moral character (reputation or personality - 21 states);

(3) notorious or disgraceful conduct; (4) commission of a crime
of moral turpitude; and, (5) the proof of a substantial rela-
tionship between an offense and the functions and responsibili-
ties of the job or license.! The policy of private employers
and the by-laws of some unions often employ a combination of
these factors to determine hiring and membership. Entry into
the armed services is also restricted. Other requirements
which act to limit the ex-offender's opportunities may be based
on requirements of education, experience, or bonding. (The
barriers caused by fidelity bonding requirements and the relief
offered by the Federal Bonding Program are discussed in the third
section of this chapter.)

Occupational Licenses - A 1974 survey of licensing restrictions
found 1,948 statutory provisionsZ? affecting the licensing of ex-
offenders and 350 occupations,3 ranging from junk dealer to
lawyer, closed to the ex-offenders. The restrictions are based
on discretionary moral standards according to the premise that

" licenses are for the protection of the public ‘and the standards
of the occupation.

Union Membership - Unions practice little discrimination against
the ex-offender, although the by~laws may cite certain moral
standards as entrance requirements. The nature of union jobs
and hiring halls puts the greatest emphasis on the ability of
the worker, especially in such trades as construction.

~Federal Employment - The Federal government will not employ
individuals convicted of violations of laws relating to treason,
bribery of government officials. and certain other specific
matters. The offender must prove through his conduct and




activities that he can be considered a "rehabilitated offender”
to be eligible for civil service employment. This new status
is certified by an examination, including an investigation of
his suitability which is based on the consideration of the
following eight factors: the nature and seriousness of the
offense; the circumstances under which it occurred; how long
ago it occurred; the age of the person when he committed the
offense; whether the offense was an isolated or repeated vio-
lation; the social conditions which may have contributed to the
offense; any evidence of rehabilitation demonstrated by good
conduct in prison and/or in the community, counseling or psychi-
atric treatment received, acquisition of additional academic or
vocational schooling, successful participation in correctional
work-release programs, and the recommendations of persons who
have or have had the applicant under their superviiion; the
kind of position for which the person is applying.

State and Local Public Employment - Public employment restric-
~tions and policies vary on state and local levels, the latter
~being more restrictive to ex-offenders. The delay in the review
- of job applications, the restrictive educational requirements,
and the intimidating questions on the job application forms
‘usually turn the offender away from public employment.

The Georgetown University Law Institute of Criminal Law
and Procedure did an extensive study on the effect of a criminal
record on employment with state and local public agencies.?
The report includes charts on state policies and laws which may
- be useful, although based on 1971 data. State-wide surveys are
ralso avallable indicating the state departments of corrections

-that can and do hire ex-offenders.

- Dealing with Employment Restrictions

- Legitimate Conditions to Employment - The job counselor must

- be aware of legislation and policies pertaining to employment

restrictions which exist in his/her particular state so as to

prepare the client for the meeting with the employer and the

-~ filling out of job applications. <Certain conditions for em—

~ ployment or licensing may be legally permissible such as the

 passage of a set period of time since the last conviction, the
restoration of the offender's rights and removal of disabilities
(a certificate may be required as proof), and the absence of a

~direct relationship between the nature of the offense and the
duties of the job or nature of the license or business.
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Rights of Progpective Employer - Certain inquiries or actions

of an employer may act to limit job opportunities for the former
offender; however, they may be sanctioned or even required by
law. The employer may: (1) investigate a past arrest record
if there is a proven business necessity; (2) inquire into a
past conviction record to determine fitness for a particular
job, providing the presence of a statement that the record does
not necesgarily bar employment; (3) investigate a past record
where employment provides access to homes or apartments; and,

(4) discharge an employee who provided false information regard-
ing a conviction which has a direct relationsgip to job per-~
formance or responsibilities of the business.

Rights of the Applicant - The applicant is not required to

reveal the following: (1) an arrest record not followed by a
conviction; (2) a criminal record which has been expunged or
annulled; (3) a juvenile adjudication (in 45 states). (The status
of a juvenile conviction varies by state.)

Acguisition of Skills and Experience - The use of programs pro-
viding work skills and experience can be a vital step in over-
coming restrictions. The counselor should familiaxize him/
herself with programs which may be offered by local volunteer
groups, local unions or local chapters of the National Alliance
of Businessmen. Ex-offender organizations such as the Fortune
Society or the 7th Step Foundation would also be sources of in-
formation on special programs. (There is a more complete list-
ing of such groups at the end of this section.)

Elimination of Legislated Disabilities - The job counselor must
understand how to use the legislative mechanisms available to
restore civil rights and remove disabilities placed on the ex-
offender, since the client probably has not been informed of
application procedures or the extent of available relief. The
following is a summary of available procedures:?

1. Pardon: Available in 49 states based on the dis-
cretion of the governor, pardoning board, or both.
Restores civil rights, but gullt of offender is
implied and moral character is not improved.

2. Automatic Restoration of Rights: Mandatory'ln 13
states (as of 1973) upon successful completion of
sentence. Only restores rights lost by virtue of

~ sentence. ‘ ‘

3. Restoration of Rights Upon Application: Available -
~in a few states (New York, California) to offenders
who apply and at the discretion of the judge. May




~verify restoration of good character or just
completion of sentence. May be conditioned on
number of years since conviction. :

4. Expungement, Annullment of Record: Available in

12 states (as of 1973) upon application and at dis-
cretion of judge. May be automatic in a few states.
Serves to erase and destroy record thereby restoring
former non-offender status. Most commonly available
to juveniles, first offenders or those convicted of

- certain drug offenses. Sealing, rather than destruc-
tion of the record is found in a few states
{(Massachusetts and California).

Other Factors Influencing Employment Policy and Restrictions

A basic understanding of recent court rulings and legislation
dealing with employment restrictions would also be useful so as to
alert the counselor to possible illegal discrimination against
his/her client in either the public or private sector. Remedial
legislation is being used increasinglg to eliminate discriminatory
employment and licensing restriction. 0 It may be useful for
the counselor to become familiar with the official policy of the
governor and attorney general regarding employment of ex-offenders.
Information on recent legislation can be obtained from the State
Legislative Reference Service, and the Council of State Govern-
ments publishes a directory listing specific contacts within each
state. ' '

Resources AVailable to Aid Ex-Offenders

Many private, non-profit organizétions, as well as the
government, can offer information and assistance valuable to the 1
job counselor. The following is a partial listing of such groups: 1

‘1. The American Bar Association

2. The American Cdrrectional Association

3. The Americanycivil Liberties Union

4. National'AllianCe of Business

5. U.S. Jaycees

6. AFL~-CIO Human Resources Development
Institute (local unions as well)
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7. Wildcat Service Corporation (New York based)
8. The Salvation Army
9. Fortune Society; Job Development Unit (New York based)

10. HIRED (Helping Industry Resolve Employment DlsabllltleS)
(Minneapolis based)

11. Local ex-offender organizations
12. Local Chambers of Commerce
13.  State Employment Service

14. Federal Coordinators for the Employment c¢f the Handi-
capped (U.S. Civil Service)

15. Selective Placement Specialist at local U.S. Civil
Service Commission Office

Recent CETA Legislation

The new CETA Legislation has placed greater emphasis on the
employment needs of offenders including incarcerated offenders
in the definition of "unemployed" and arrestees as well as re-
leased offenders in the definition of "offender." The period of
eligibility for work release will be counted as part of the fif-
teen week period of unemployment required for public service
employment. Prime sponsors must now develop plans describing
the services available to offenders and the efforts to remove
artificial employment barriers. All CETA programs must demon-
strate that they are contributing to eliminating artificial
employment barriers. New emphasis will be placed on evaluating
needs of offenders, developing plans to respond to these needs and in-
. creasing offender employment opportunities. Programs will be
initiated to provide financial assistance and support services
for offenders, with special emphasis on the offender in contact
with the justice system or recently released.
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American Bar Association, Expanding Government Job Oppor-
tunities for Ex-Offenders, (Washington, DC; Clearinghouse

on Offender Fmployment Restrictions, Ameirican Bar Associa-
tion, 1973)

James W. ﬂunt, James E. Bowers; Neal Miller, Laws, Licenses
and the Offender's Right to Work, (Washington, DC; Clearing-

house on Offender Employment Restrictions, 1974), p. 12.

Appendix A of this report lists 307 occupations and clas-
sifies the type of restrictions in licensing which affect the
ex~-offender. Examples of restricted occupatlons. barbering,
46 states; cosmetologist/beautician, 47 states; practical
nurse, U6 states; accountant, 87 states; manufacturing, re-
tailing, wholesallng, dlstrlbutlon of alcoholic beverages,

10 states

Ibid., p. 15.

For more information, see Civil Service Commission Pamphlet
No. 4 "Working for the U.S.A." and the Civil Service Urits
listed at end of this section.

Herbert Miller, The Closed Door:  The Effect of a Criminal
Record on Employment With State and Local Public Agencies,
(Washington, DC; Georgetown University Law Center, 1972).

Carol H. Blew and Kenneth Carlson, An Exemplary Project:
The Ohic Parole Officer Aide Programs, (Washlngton, DC; U.s.
Government Printing Office, 1976), p. 77

American Bar Association, Employing the Ex-Offender, Some
Legal Considerations, (Washington, DC; Clearinghouse on
Offender Employment restrictions, National Offender Services
Coordination Program, 1576).

. American Bar Association, Expanding Government Job Opportuni-

ties for Ex-Offenders, (Washington, DC; Clearinghouse on

- Offender Employment Restrictions, American Bar Association,
1973).

James E. Bowers, Removing Offender Employment Restrictions,
(Washington, DC; Clearinghouse on Offender Employment Re-
strictions, Amerlcan Bar Assoc1at10n, 1973). :
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10.

11.

12,

The following states either have removed statutory restric-
tions or have taken affirmative executive action to reduce
restrictions: Arkansas, California, Colorado, Connecticut;
Florida, Hawaii, Illinois, Indiana, Iowa, Kansas, Maine,
Maryland, Michigan, Minnesota, Montana, New Jersey, New
Mexico, Ohio, Oregon, Rhode Island, Washington.

National League of Cities, U.S. Conference of Mayors,
Perspectives on Manpower and Ex-Offenders, (Washington, DC;
U.S. Department of Labor, National League of Cities,; U.S.
Conference of Mayors, 1974). Provides names, addresses, and
summaries of services available from private and government
organizations. Also provides partial listing of government
sponsored programs for ex-offenders.

Osa D. Coffey, "New CETA Legislation: What's in it for
Offenders?" Corrections Today, Vol. 41, No. 1 (January-
February 1979), 8-9.
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Labor, American Bar Association, 1976. :
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The report, a summary of the activities of the Clearing-
house, serves as a guide to the literature produced and col-
lected. An overview of recent remedial legislation is provided
and serves as an indication of the types of legislative changes
to expect. New issues and problems resultlng from the legisla-
tive changes are also discussed.

Hunt, James W. and Bowers, James E. Guide to Legislative
Action: A Review of Strategies to Remove Statutory Restric-
tions on Offender Job Opportunities. Washington, DC:
Clearinghouse on Offender Employment Restrictions, American
Bar Association, 1973.

This is a useful guide for the individual attempting to
influence legislative change.

Hunt, James W., Bowers, James E., Miller; Neal- Laws, Licenses
and the Offender's Right to Work. Washington, DC: Clearing-
house on Offender Employment Restrictions, 1974.

The booklet provides an explanation of the nature and
purpose of licensing restrictions, followed by an outline of
methods used to remove or modify the restrictions. Restrictive
standards presently used are critically evaluated. Useful
appendices include a chart of 307 occupations with a listing of
the nature of the restrictions affecting ex~-offenders, model
statutes and recent progressive legislation.

‘Miller, Herbert. The Closed Door: The Effect of a Criminal

Record on Employment with State and Local Public Agencies.
Washington, DC: Georgetown University Law Center, 1972.

This piece contains a thorough examination of employment
restrictions in the public sector including analy51s and evalu-
ation of job application forms, a survey of the Zziiring practices
and policies of government agencies, and detalled investigation
into the hiring practices.at six selected jurisdictions. Ex-~
tensive recommendations are offered on the basis of the study's
findings.

U.S. Civil Service Commission, Employment of the Rehabilitated

Offender in the Federal Service.  Washington, DC: U.S. Govern-

ment Printing Ofﬁice, 1973.

Information and guidance are provided to the ex-offender
seeking government employment. Eight factors relating to of-
fenses which are considered in each individual case are listed,

and the application procedures are outlined. -Sources of further

assistance are.also provided.
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'National League of Cities, U.S. Conference of Mayors, Perspec-

“ tives on Manpower and Ex-Offenders. Washington, DC: U.S.
Department of Labor, National League of Cities, U.S. Conference
of Mayors, 197u ‘

This document is a useful resource in locating government
programs in vocational training and placement of the ex-offender
- and provides a listing of state and local programs and non-

; .proflt -agencies, including addresses and descrlptlons of their
‘ services.

,Planning,and Human Systems, Inc. Employment and Training
Programs for Offenders: A Guide for Prime Sponsors.
Washington, DC: Planning and Human Services, Inc., U.Ss.
Department of Labor, 1977. ‘

This is a technlcal assistance guide in the form of a
"how=-to" guidebook for CETA prime sponsors, state manpower
servicdes councils and DOL regional staff interested in develop-
ing employment and training programs. Extensive information and
a blbllography on ex-offender programs are included.

Toborg, Mary, et al. The Transition from Prison to Employment:
An Assessment of Community-Based Assistance Programs - National
“Evaluation Program Phase I Summary Report. Washington, DC:
‘The Lazar Institute, U.S. Department of Justice, 1977.

This report provides an assessment of the present state of
knowledge regarding community-based programs providing employment
services to offenders. The study evaluates the most successful
programs. - A listing of the programs contacted by the study can
be obtalned
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B. VETERANS' BENEFITS AND UPGRADING DISCHARGES

According to a recent ABA estimate, over 125,000 veterans
(or approximately 25% of all inmates) are currently serving
prison or jail sentences. Many of these are entitled to VA
benefits; yet, due variously to lack of information or con-
tacts, they frequently are unable to make the proper arrange-
ments to receive the benefits they have earned.

The job counselor should work with the local VA office --
which provides numerous counseling and other services (many on
an "outreach" basis) -- in order to ensure that incarceration
does not prevent the incarcerated veteran from receiving much
'needed benefits. The following section provides some basic
information for the job counselor to prepare him for being of
better assistance to his clients in this regard. However, it
is essential that assistance is sought from staff from the
local VA office.

- Types of Discharges

Ninety percent of all veterans have fully honorable dis-
charges which are routinely awarded.- Less than fully
honorable discharges are either administrative ("general" or
"undesirable") or punitive and issued as part of a court-
martial sentence ("bad conduct" or "dishonorable"). In recent
years administrative discharges have been used in lieu of court-
martial procedures and have become a more integral part of the
disciplinary process. They do not, however, offer the same pro-
cedural safeguards as do punitive discharges.

A general discharge is considered to be under honorable
conditions and is most often issued in "unsuitability" cases
involving ineptitude, apathy, or even drug or alcohol abuse.

The undesirable discharge may be issued for misconduct, unfit-—
ness, or in lieu of a court-martial trial. A clemency dis-
charge (considered by the Department of Defense as "under other
than hononrable conditions"), is another administrative discharge
offered through President Ford's special program for Vietnam

-era AWOL's who returned between September 16, 1974 and March 31,
1975. The returned AWOL is issued an undesirable discharge which
would become a clemency discharge upon completlon of 24 months of
alternate service. :

A punitive discharge may be part of a sentence of either |
a special court-martial or the more serious general court-martial.
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A summary court-martial is used to deal with minor infractions.

A court-martial conviction is equivalent to a federal criminal
conviction and may be considered a felony conviction when the
offense triedeby a general court-martial is a serious civilian-
type offense or results in a dishonorable discharge. A special
court-martial conviction resulting in certain lengths of confine-
~ment may also equal a felony.

Employment

" The veteran returning to civilian life after four years
or less of service has a legal right to his former job or a
similar position with any promotions or pay raises he would
have received. A new employer may request a release of service
records. Those veterans with less than honorable discharges
may experience discrimination even if the discharge has no re-
~lation to the job. TLocal and state human rights and civil
rights commissions should be consulted to check on the legality
of such discrimination. Government contractors working on con-
tracts in excess of $10,000 must judge the record on the basis
of the job qualifications.

An upgraded discharge can eliminate this discrimination
because the original character of discharge does not appear any-
where in the records. The Department of Labor offers an Exemplary
Rehabilitation Certificate to those with less than an honorable
discharge who have shown good conduct as a civilian for three
years.2 The veteran's status with the military is not affected,
‘but the certificate entitles him to special job-ccuns el1ng and
- job placement services at the local state employment service
office. Applications are available from the Manpower Administra-
- tion, U.S. Department of Labor, Washington, DC 20210, Attn: METR.

BackePay
The veteran may be eligible for back pay claims due to
underpayment of salary or allowances and has up to six years to

file. An upgraded discharge may entitle the veteran to muster-
ing out pay, accrued leave, or dependents' travel expenses.

Veteran’s Benefits

Veteran's benefits are awarded by the Veterans Admini-
stration, a federal agency, and by all states and many cities,
towns and counties. The benefits and eligibility requirements
vary greatly on the state and local levels. A summary of state
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benefits is published by the Veterans Affairs Committee of the
U.S. House of Representatives, and listings of specific state
and local benefits are available at all local VA offices,
counsellng agencies, and from local politicians.

The conferral of VA benefits rests upon the determlqa-
tion of eligibility for the general benefits and entitlement
to the specific benefits requested. Such benefits include:
education assistance, hospital care, vocational rehabilitation,
home loans, civil service employment preference, re-employment
benefits and unemployment benefits.3 All veterans with general
or honorable discharges are automatically entitlied to all ,
benefits. With a few exceptions, an upgrade to "general" or
"honorable" from an "undesirable" discharge will also establish
eligibility. In other than honorable discharges, the VA must
make a character of discharge determination, and they will award
benefits if they determine the discharge was granted under
conditions other than dishonorable.

Discharge Review Board (DRB) upgrades of certain types

of discharges do not lead to automatic conferral of benefits.
- In the case of upgrades or clemency discharges granted under the
1977 Ford Directive and Special Discharge Review Program, the
DRB must make a second determination establishing that the up-
grade would have been awarded under "normal" conditions without
the special programs. This law has been changed recently so
that if the veteran has been receiving benefits based on a
special program upgrade received after October 8, 1977, his
case nust also undergo a DRB second determlnatlon which may re-
sult in a denial of benefits. Recent legislation has eliminated
automatic upgrading criteria and conferral of benefits in con-
junction with special programs.u

Other classes of upgrades require an individual deter-
mination of eligibility by the VA. DRB.upgrades of the follow-
ing discharges do not remove the bars to benefits: (1) discharges
- resulting from a general court-martial; (2) punitive discharge of
a conscientious objector who refused duty; (3) discharge under
other than honorable conditions due to AWOL-of 180 days: (unless
compelling circumstances); and,; (4) discharge of officers who
resigned for good of service. Upgrades awarded by the Board
for Correction of Military Records, however, are blndlng on- the
VA and remove bars to benefits.

These discharges when not upgraded disqualify the veteran
from benefits. Other categories of offenses, such as deserticn,
also cause ineligibility for benefits. Discharges determined
to be under other than honorable conditions alsc act as a bar.
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 The veteran can apply for benefits at the nearest VA
office where counselors are available to give advice on
eligibility and to inform the applicant of his rights and the

procedures.® If benefits are denied by the VA hearing board,

the'veteran can appeal with the assistance of a lawyer if
necessary. The VA character of discharge determination is
made at a hearlng which the applicant can attend to present
evidence or give testimony.

: Entltlement to benefits is established by a series of
questions concerning what benefits are being sought, when the
veteran served, for how long, whether he is employed, etc.

‘Generally, a minimum of 180 days of service, sometlmes con-

tinuous, is required.

Disability Payments

Although a number of VA programs are exclusively for
those disabled in service, many benefits are available to those
with disabilities not related to the service. The VA should be
consulted to determine if an injury incurred during active
service is considered service-connected.’ Available VA programs
include disability compensation, free hospital and out-patient
treatment, waiver of VA insurance premiums, eligibility for
vocational rehabilitation, and loans and entitlement of dependents
and survivors to VA benefits. The armed services operate their
own disability retirement programs, but the veteran eligible for
both VA and armed .services programs must choose to enroll in one
or the other.

VA disability compensation is awarded for service-

-connected disabilities, whereas VA pensions are granted to
-eligible veterans according to need, age and permanent disability. 8

The veteran will only be granted assistance under the one program
that offers the largest sum. The armed forces disability program
is another alternative and must be sought 1mmed1ately upon separa- -
tion from service if the veteran has a service-connected disability
and either eight years of service or an injury directly resulting

~from performance of military duties. A new public law entitles

veterans with undesirable discharges to medical care for injuries
incurred "in the line of duty."9 o

Discharge Review System

A less than honorable discharge can be upgraded by either

the Discharge Review Board (DRB) or the Board for Correction of

Military Records (BCMR). The DRB can upgrade most discharges or
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issue new discharges upon request or their own initiative. The
jurisdiction of the BCMR is much broader. The BCMR can review
any discharge resulting from a general court-martial, review
appeals for cases denied by or lost at the DRB, remove bars to VA
benefits and hear cases outside the DRB's jurisdiction.

The appeal procedure begins by obtaining application forms
from any VA office or veteran's assistance organization. These
organizatioTS should be consulted for assistance in the upgrading
procedures. The assistance of a lawyer or counselor is strongly
advised. The ACLU Practice Manual on Military Discharge Upgrading
reviews the procedures of the DRB, the rights of the veteran and
the best tactics of the counsel.

The boards representing the different services all meet
in Washington and generally have travelling panels which meet
in pre~determined cities on a regular basis. The Army DRB wiil
go to any city or prison if there are enough cases pending there.
The applicant should request a hearing rather than a closed :
session and try to appear before the board if possible because his
presence and testimony can influence the board. Preparation by
the counsel and the veteran both can increase substantially the
chances for success. The DRB will consider all evidence and
testimony supplied by the veteran, but it does not have the power .
to subpoena. '

Handbook: The Rights of Veterans

The ACLU addresses the procedures to be followed by the
incarcerated veteran who wishes to apply for an upgrade to improve
parole and employment possibilities. Whenever possible,; assis-
tance should be sought from veteran's assistance organizations
which can prepare the case. The ACLU Practice Manual should be
consulted by the veteran, and copies should be available in the
prison library, or can be obtained free of charge by writing ACLU,
Literature Department, 22 East 70th Street, New York, NY 10016.
The veteran can prepare the case himself with the assistance of
the Manual. :

The fifteen year statute of limitations on applications

- for upgrades has been suspended until-Januar{ 1, 1980, for those
with under other than honorable discharges.l Reapplications to
~the DRB are also possible if new evidence or witnesses become
available, or if the veteran who did not attend his first hearing
wishes a chance to be present. If the veteran reapplies beyond
“the fifteen year limit from his discharge, he must submit his
application before January 1, 1980. Veterans with general dis-
charges, special court-martial bad cc¢ 3duct discharges or clemency
discharges can apply to the DRB: (1) if the discharge was issued

-69~-



~in the last flfteen years; or (2) if the discharge older than

fifteen years was previously reviewed by the DRB prior to March 31,
1978; and, (3) if the application for rehearing is submitted
before January 1, 1°280. A rehearing will be granted on the

grounds that the discharge was not reviewed under the new standards

7**»and is within the fifteen year limitation orkaccordlng to the re-
' hearlng crlterla already mentioned.

The BCMR's for each servlce meet only in Washington, and

- the granting of hearings is entirely discretionary. - The veteran

has no right to a personal appearance. There is a serious backlog

- of cases making the procedure very slow.

‘,Grounds for.Appeal

The  grounds upon Wthh to appeal can not be oovered in this
overview because they can be very complicated and dependent on
the forms used, trial procedures, the original discharge procedures
and the fairness or justness of the discharge in relation to the
offense. The ACLU Practice Manual covers all the possible legal
and prejudicial errors and other issues which could provide
grounds for recharacterization of the dlscharge. The lawyer or
counsel and the veteran should carefully review all the discharge
procedures, his past military record, and circumstances surround-

- ing the discharge. Pre-service and pocst-service activities may

also be relevant. In many cases an individual's history may sug-
gest that he should have been discharged as unsuitable rather than
unflt

In many cases, the standards and policies regarding certain
behavior or activities have become more liberal so that the dis-
charge will be recharacterized according to the new standards.
Such is the case with the military's attitudes toward drug use,
alcoholism and homosexuality. A less than honorable discharge
resulting from drug use or possession issued before July 7, 1971,
will almost automatically be upgraded. = This does not apply to

those involved in the sale of drugs. DRB's and BCMR's are begin-

ning to upgrade undesirable discharges issued before 1972. due to

- homosexual activity which did not involve violence or minors.

The boards determine whether the same case brought today would

result in the same discharge. Since the 1972 Laird Directive,

alcoholism has been recognized as an illness by the military.

Alcoholism or problems directly related to alcoholism now result

in an unsuitability discharge which can be honorable or general.
Therefore, when the veteran can show his dlschargc was caused

by alcoholism or related misconduct, there is an excellent chance

of recharacterization. In . all three cases corroborative w1tnesses
and testlmony are extremely 1mportant in establlsthg the in-

4d1v1dual s former condition.

The records of the DRB and the BCMR hearings are kept con-
fidential. Once the upgrade has been awarded, it appears 1n
the records as if it were the ‘original dlscharge.
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Footnotes

1.  David Addlestone, Susan Hewman. and Frederic Gross, The
ACLU Handbook: The Rights of Veterans, {(New York; Avon
Books, 1978), p. 59.

2. David Addlestone and Susan Hewmar, ACLU Practice Manual on
Military Discharge Upgrading, (New York; Military Rights °
Project of the ACLU Project on Amnesty, 1975), p. 298.

3. The ACLU Handbook contains a chart depicting the eligibility
for these benefits according to discharge; see p. 63.

4. Public Law 95-126 is explained by David Addlestone in a -
brief publication.

5. The ACLU Handbook contains listings of counseling groups
in Appendix I and Veteran's Assistance Centers in Appendix
ITT.

6. A complete listing of questions is found in the ACLU Handbook,
p. 129.

7. An explanation of "service-connected" is prov1ded in the ACLU
Handbook, p. 178.

8. The ACLU Handbook, p. 184.

9, 'See Note 4.
10. ~See Note 5.

11. See Public Law 95-126 for full explanation.
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Addlestone, David. "Effect of Public Law 95-126 on the Special
Discharge Review Program and the Discharge Review Boards"
Washington; DC: Public Law Education Institute, 1978.

This brief article clarifies the significant changes re-
sulting from the new law. 1Included are a copy of the new law
‘and an explanation of how to use the discharge index.

Addlestone, David and Susan Hewman. ACLU Practice Manual on :
Military Discharge Upcrading. New York: American Civil Liberties
Union Foundation, 1975. :
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, The manual is designed for lawyers and veterans seeking
discharge recharacterization. Extensive detail on the legal
procedures and grounds for recharacterization are included.

The bulk of the Manual contains an analysis of the service regu-
lations relevant to case preparation.

' AddlestomL David, Susan Hewman and Frederic Gross. The ACLU
Handbook: -- The Rights of Veterans. New York: Avon Books, 1978.

} The handbook is written for the veteran who is having diffi-
culties obtaining benefits or exercising his rights. The issues

concerning benefits, AWOL's, upgradlng and records are discussed

“with empha51s on the veterans' rights in each of these areas.
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' C. THE FEDERAL BONDING PROGRAM

, Offenders seeking employment will often be informed by
a prospective employer that fidelity bonding coverage is re-
quired for all employees or those with questionable records.
A fidelity bond is a form of insurance which provides compen-
sation to employers who suffer material loss through the dis-
honest ‘acts of employees, e.g. larceny, embezzlement, theft.

There are three forms of bonds which the employer may
purchase: (1) a blanket bond to cover all employees; (2) a
name schedule bond to cover an individual employee for a speci-
- fied amount; and, (3) a position schedule to cover an employee
in a specific position.

Bonding requirements frequently act as an employment
barrier to ex-offenders because the commercial insurance com-
panies will not cover anyone whose record or history indicates
he might be a poor risk, nor will they offer premiums set ac-
cording to risk.

The Federal Bonding Program provides bonding coverage by
the Aetna Casualty and Surety Company for those ineligible for
commercial bonds. The program is administered through the more
than 2,400 offices of the State Employment Security Agency {(SESA)
located in all states, possessions and territories. The employ-
ment counselor, client or prospective employer may apply for the
bonding coverage at any local office of the Employment Security
Agency. Local SESA office staff, or the State Bonding Coordinator,
carry out the enrollment procedures -- which are quick and simple --
upon the determination of eligibility. The bond becomes effective-
when it is certified by the authorized state or local employment
personnel and the individual begins work. Coverage is retro-
active to the starting date of employment. (A listing of state
and regional Bonding Coordinators can be found at the end of this
section.) : :

Eligibility requirements are not very restrictive. All
adults or juveniles of working age are eligible if: (1) they
are not commercially bondable due to a police or criminal record,
a poor credit rating, a history of drug or alcohol abuse, a dis-
honorable discharge, or present supervision by the correctional
department; (2) they have not defaulted on a previous Federal
Bonding Program bond; and, (3) they have been offered suitable,
fuil-time employment for which they are qualified. An individual
with a juvenile record is eligible for commercial bonding if the
“state does not consider a juvenile record to be a criminal con-
viction. The employment must (1) offer steady work and adequate
working conditions and wages; (2) offer a reasonable expectation
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“of permanenéy, (3), be a position normally requiring bonding,
or one in which misconduct could cause material damage to the
employer wlthout_coverage, (4),be\su1table in relation to the
individual's: hlstory, and, (5) not.be self-employment. :
Temporary positions designed to help clients make: the transi-
tion into permanent employment and offered for a specified
time perlod are considered ellglble.

The bonds are issued in unlts of $500, with a maximum ,
Climit of 20 unlts per month, and will cover a period of up to
18 months. The employer and SESA représentative must negotiate
the amount and duration for each bondee. At the end of this
.period,‘the~employer,is‘urged to either include the individual
- in normal bonding coverage or remove the bonding requirement.

' Aetna will arrange for standard commercial coverage if the
& employer s company will not. ~

The bond will be termlnated in the following situations:
(1) the bondee leaves the employer either voluntarily or in-
voluntarily; (2) the bonding requirement is dropped (3) the
negotiated coverage period ends; and, (4) a clalm is reported,.
and the employee disappears or is flred ‘

The counselor should make sure that the client fully under-
stands fidelity bonding, the insurance companies' policy, and
~the availability of coverage by the Federal Bonding Program:
before he/she speaks to employers. Material explaining the
program should be provided to the client for distribution to the
employers during their job interviews.

The default rate on GGSS bonds issued between 1966 and
1974 was only 2%, meaning that fewer than one in fifty bondees
defaulted. The program has worked better for some offenders
~than others, but the results have been significant and at a low
cost. Employers have been satisfied with the bondees'. job ;
performance, and the bondees have found better paying jobs and
shown greater. job retention than those without bonding. Analys1s
of the program indicated that manufacturing, retail and service
‘were the three major industrial classifications in which program
~bondees were found. The work ranged from blue—collar jObS to
profes51onal and superv1sory jobs. :

The employment counselor should be prepared to provide in-
formation on the Federal Bonding Program to employers and clients
. and other interested individuals. Informational pamphlets can be

‘obtained from any of the 2,400 national Public Employment offices
“‘or from the Office of Natlonal Programs, Employment &nd Training
Administration, U.S. Department of Labor. These pamphlets should: -
be made available by the counselor to all interested partles -
cllents, employers, and relevant 1nst1tutlonal staff
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REGION I

Ms. Catherine Day

Employment & Training Admin.
U.S. Department of Labor
John ¥. Kennedy Federal Bldg.
Government Center |

Boston, MA 02203
617/223-6723

Connecticut

Mr. Richard Pinchera

Connecticut Employment:
Security Division

200 Folly Brook Blvd.

Wethersfield, CT 06109
203/566-4280

Maine

. Mr. Hilton Drake
Employment Security Comm.
20 Union Street

Augusta, ME 04330
207/289-3901

Massachusetts

Mr. Joseph Beal

Div." of Employment Security
Charles F. Hurley Bldg.
Government Center

Boston, MA 02114

617/727~ 8579

New Hampshire

Mr. Michael Parenteau

Dept. of Employment Security
32 S. Main Street -

Concord, NH . 03301

- 603/627-7841

ROSTER OF REGIONAL AND STATE BONDING COORDINATORS*

Rhode Island

"Mr. Rodrique Da Silva

Dept. of Employment Security
24 Mason Street

" Providence, RI 20903

401/277-3728
Vernmont

Mr. Robert Mattson

Dept. of Employment Security
P.O. Box 488

Green Mountain Drive
Montpelier, VI' 05602
802/229-0311

REGION II

Ms. Winifred Morgan
OPTS/ETA/USDOL

1515 Broadway, Rm 3704
New York, NY 10036
212/399-5300

New Yori.

Mr. Joseph Scalalossi
NY State Dept. of Labor
Room 72-80

Two World Trade Center
New York, NY 10047
212/488-5548

New Ji ersey

Mr. Arthur Nelson

Dept. of Labor & Industry
P.O. Box V

Trenton, NJ 08625

~ Puerto Rico

Ms. Diana Carrera
414 Barbosa Avenue
Hato Rey, PR 00917
809/765-3170 ‘

REGION III

Mr. James Cruse
DOL/ETA

P.O. Box 9796
Philadelphia, PA 19101

- 215/596-6403

Delaware

Mr. John T. Hall, Jr.
Department of Labor
801 West Street
Wilmington, DE 19819 -

Washington, DC

Mr. John White

Dept. of Manpower
500 C Street, N.W.
Washington, DC 20001
202/724-3746

Virginia

Mr. W.C. Bobbitt
Virginia Employment Comm.
P.0O. Box 1358

Richmond, VA 23211
804/786-4094

West Virginia
Mr. Phillip D. Dodson
4407 MacCorkle Averue, SE

Charleston, WV 25304
304/348—7847

Mland
Mr. William Stone

Employment Security Admin.

1100 North Eutaw Street
Baltimore, MD 21201

*Office of Natlonaj. Programs, E‘mployment & Tralnlng Adm.mlstratlon
Revised Jurie l, 1978

U. S. Department of ILabor

Pennsylvania

Mr. Armand Santaniello

PA State Employment Service
Labor & Industry Building
Seventh & Forster Streets
Harrisburg, PA 17121
717/787-4326

REGION IV

Ms. Austin Miller
ETA/USDOL -

1371 Peachtree Street, NE
Atlanta, GA 30309

Alabama

Mr. James O. Stewart
Dept. -of Industrial Relations
Industrial Relations Building
Montgomery, AL 36130
205/832=5036 "

' Florida

Mr, John H. Wareham
Department of Commerce

Div. of Employment Security
Caldwell Building :
Tallahassee, FL 32304
904,/488~7184 ‘

Georgla

Mr. Jerry Sims

GA State Dept. of Labor

State Employ. Security Agency
501 Pulliam Street

Atlanta, GA~ 30312
404/656-3170

Mississippi

~Mr, George Cwess

MS State Employment Serv:Lce
P.O. Box 1699 :

Jackson, MS . 39205
601/354-8711



Mr. Vincent Warren .

Bur. for Manpower Services
CETA Operations

275 E, Main Street
Frankfort, KY 40601

North Carolina

Mr. James G. Mills, Jr.
Employvment Security Comm.
P.0. Box 25903

Jones & McDowell Streets
Rzleigh, NC . 27611
919/733=7522

' South: Carolina

Mr. Fred P. Meeh
Employment Security Comm.
1550 Gasden Street

_P.0. Box 1406

Columbia, S5C 29202

- 803/758-2706

Tennessee

Mr. Ewing Chumney

Dept. of Employment Security
301 James Robertson Parkway
Nashville, TN. 37201
615/741~1792

~ REGION V

Ms. Anita Mack
ETA/DOL

230 8. Dearborn Street
Chicago, IL 60604
312/353-6834

Illinois

Mr. Leonard Boksa
Il1linois Job Service
910 8. Michigan Avenue

Chicago, IL 60695
312/793-4072

 Indiana

Mrs. Lena Weiss

IN. Employment Secur. Div,
10 N. Senate Avenue
Indianapolis, IN 46204
317/633-4313

Michigan

Mr.' Amio Kartinen
Employment Security Comm.
510 Boulevard Building
7310 Woodward Avenue
Detroit, MI 48202
31.3/876~5380

Chio

Ms. Betty Anewalt

Bur. of Employment Services
145 S. Front Street

P.0. Box 1618

- Columbus, OH 43216

614/466-5984

Minnesota

Mr. Guy Flanagan
390 N. Robert Street

‘St. Paul, MN 55101

612/296-6609
Wisconsin

Mr. Thomas Myrant

WI State Job Service

210 E. Washington Street
Madison, WI: 53703
608/266~7834

REGION VI

Mr. David Foster ,
555 Griffin Square Bldg. &
Griffin & Young Streets
Dallas, TX 75202

- 214/749-1589

Arkansas

Mr. Lloyd McDermoctt

AK Hmploy. Security Div.
P.O. Box 2981

Little Rock, BK 72203
501/371-1893

Louisiana

Mr. William Benson

1A Dept. Employ. Security
P.O. Box 44094
Baton Rouge, IA
504/387-2192

Texas

. Frank L. Barton
Texas Employment Corm.
TEC Building
Austin, TX 78778
512/472-6251

Oklahoma

Mr. Herman D. Stevenson
OK Employ. Security Comm.

70804

‘Will Rogers Memorial Ofc Bl.

Oklahoma City, OK 73105
405/521—7364 _

New Mexico

Ms. Lydia Santillanez
Employment Security Cormm.
P.O. Box 1928
Albuguerque, NM 87103

- 505/842-3271

REGION VII

Mr. Fred Homan

ETA

700 Federal Office Bldg.
911 Walnut Street
Kansas Clty, MO 64106

Missouri

Mr. Donzld Kennon

Div. of Employment Security
P.O. Box 59

Jefferson City, MO 65101
314/751-3215

Towa

Mr. Roger Conter

Iowa Dept. of Job Service
1000 East Grand Avenue
Des Moines, IA 50319
515/281-5518

Nebraska

Mr. Keith Myers
NE Department of Labor
Division of Employment

Box 94600, State House Slatlon

Lincoln, NE . 68509
Kansas
Mr. George Carey

Kansas Division of Employment

401 Topeka Avenue
Topeka, KS 66603
913/296-5169

REGION VIII

Mr. Don Trucker

Federal Office Building
1961 Stout. Street ‘
Denver, CO 80294
303/837-4477

Colorado

© Mr. Merl Palmer

Colorado Div. of Employment
1001 E. 62nd Street
Denver, CO 80216
303/289-4844
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Contract Research Corporation. An Analysis of the Federal
Bonding Program. Belmont, MA: Contract Research Corpora-
tion, U.S. Department of Labor, 1975.

The summary covers the evolution of the program and the
findings and recommendations resulting from research on the
operation of the program. Research methodology and program
objectives are also discussed. ‘

Contract Research Corporation. Guidebook: Federal'BOnding
Program. Belmont, MA: Contract Research Corporation, U.S.
Department of Labor, 1978.

The booklet contains the most recent information on the
program and is designed as a detailed guidebook for the SESA’
staff who administer the program. Included are suggested ways
of integrating the program into job development and placement
systems and coordinating it with other criminal justice and man-
power organizations. ' '

U.S. Department of Labor/Manpower Administration. The Federal
Bonding Program: Questions and Answers. Washington, DC:
Government Printing Office, 1971.

All information concerning the Federal Bonding Program
relevent to applicants and employers is summarized.

-78=

AN
728



North Dakota

Mr. Duayne Bergeson

ND Employ. Security Bureau
P.0O. Box 1537

Bismarck, ND. 58505
701/224-2839

Montana

Mr. Sherm Hookland

MT State Employment Security
P.0. Box 1728

Helena, MT 59601
406/587-2469

South Dakota

Mr. Ray Dorn g
SD Department of Labor
607 North Fourth Street
Aberdeen, SD 57401
605/622-2302

Utah

Mr. William Maynes

Utah Enployment Security '
174 Social Hall Avenue
P.O. Box 11249

Salt Lake City, UT 84147
801/533-2424

Wyaming

Mr. Gene Medley
Employment Security Comm.
Job Service Division
P.O. Box 2760

Casper, WY 82601

REGION IX

Mr. Barry Wolfe
USDOL/ETA

450 Golden Gate Avenue
San Francisco, CA 94102
415/556—7252 :

Hawaii

Ms. Alice Hong

Hawaii State Employ. Service
1347 Kapiolani Boulevard

Honolulu, HA 96814
808/548-6389

Nevada

Mr. Fred Raymond

NV State EHmployment Service
500 E. Third Street

Carson City, NV 98701
702/885-4601

Arizona
. Robert P. James

AZ Dept. of Econamic Security

Bur. of Employ. & Training
Job Service

P.O. Box 6123

Phoenix, AZ 85005
602/271-3953

California

Mr. Gil Aumondreaux
Employ. Development Dept.
MIC 37

800 Capital Mall

“Sacramento, CA 95814

916/445-7057

REGION X
Mr. Dean Call
EIA/DOL

014 Federal Office Bldg.

909 First Avenue
Seattle, WA . 98164
206/399-1095

Ms. Cheryl Rose

ETA/DOL

0ld Federal Office Bldg.
909 First Avenue
Seattle, WA 98164
206/3929-1095

Alaska

Mr. Thomas Siangco
DOL/Employment Security Div.
P.O. Box 3-7000

Juneau, AK 99811
907,/465-2780

Idaho

Mr. Emil Omlid
Department of Employment
P.O. Box 35

317 Main Street

Boise, ID 83707
208/384-3645

Oregon

Ms,. Ruth Haucke
Enployment Division
State of Oregon

875 Union Street, NE
Salem, OR 97311
503/378-3657

Mr. Gary Vandenberg
1407 SW Fourth Avenue
Portland, OR 97201
503/229~6972

Washington
Ms. Myra Libhart

Employment Security Depa.rtrnent
P.O. Box 367 :

- Olympia, WA 98504

206/753-5294



D. TARGETED JOBS AND WIN TAX CREDITS

Targeted Jobs Tax Credit .

The Revenue Act of 1978 (PL 95-600, approved Nov. 6, 1978)
established the Targeted Jobs Tax Credit (TJTC) replacing the
Vocational Rehabilitation Tax Credit and the Jobs Tax Credit,
which expired December 31, 1978, and modifying the WIN and
Welfare Tax Credits which continue in force.

The. TJTC is an elective tax credit that applies to wage costs
incurred by firms between January 1, 1979, and December 31,
1980, for certified employees hired after September 26, 1978.
The credlt is equal to 50 percent of first year wages up to
/$6,000 and 25 percent of second. year wages up to $6,000 for
each eligible employee in the following groups:

1. Recipients of Supplemental Security Income (SSI) payments;

2. Handicapped individuals referred from vocational rehablll—
tation; .

3. Youth, 18 through 24, in economically disadvantaged families,

i.e., with income the preceding months less than 70 percent
of the Bureau of Labor Statistics lower living standaxd;

4. Vietnam-era veterans under 35 who are economlcally dlsad—
vantaged;

5. Recipients of general assistance (state or locally financed
welfare) for 30 or more days;

6. Youth, 16 through 18, partlclpatlng in an approved cooperative

education program; an&

7. Ex-convicts (convicted of a felony) who are economically
disadvantaged and hired within 5 years of release from
prison or date of conviction, whichever is later.

Other major features of the new TJTC are:

1. 'To prevent targeted employees from displacing nontargeted
employees, the Act provides that qualified first year wages
during a taxable year cannot exceed 30 percent of aggregate
FUTA (Federal Unemployment Tax Act) wages for all employees
~during the calendar year ending in that taxable year.

2. The‘émployer's business expense deduction for wages is

- reduced by the amount of the credit, as under previous
employment tax credits. : ‘ o
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3. The credlt is llmlted to 90 oercent of tax llablllty after
: "-thls llablllty is reduced by other appllcable credits, such
as those taken under the Tax-Based Incomes Policy. An unused
. portion of the credit may be carVLed back three years or
e carrled forward seven years. =

4. There are spec1al tran51tlonal rules for taxpayers using a
.1978-79 fiscal year. Such taxpayers can obtain new Form

~ 5884-FY, Jobs Credlt from an Internal Revenue’ Serv1ce

- (IRS). offlce. :

5. No credlt may be claimed for wages of employees for whom
. ‘employers receive on-~the-job training payments, or claim
the WIN or~Welfare Tax Credit during that taxable year.

s,Pev151ons in the WIN and Welfare Tax Credlts

~Tax credlts are avallable to employers hlrlng WIN.registrants

and welfare recipients. The WIN Tax Credit is avallable to
employers in a trade or business who hire emplovees in a new job
or vacancy and retain them at least 30 days. For the Welfare

Tax Credit the employee has to have received AFDC for 90 days
prior to hire and need not be a WIN registrant. Other ellglblllty
requlrements are the same as for the WIN credit. Effective
~January 1, 1979, the new law also established the following
identical prov151ons for the WIN and Welfare Tax Credlts-

1. The anount of the credit is 1ncreased to 50 percent of flrst
year wages up to $6,000 and 25 percent of second year wages
up  to $6 000, the same as in the TITC.

2.  For non-business (household)femployees, the credit may be
taken on wages up to $12,000 per employer, limited to 35
percent of first year wages up to $6,000 for individual
employees. , ’

3. The‘amount of the credit is limited only by tax liability.

4. To cla1m the credlt the employee must be retained for
more. than 30 consecutlve ‘days.

5. The employer s bus1ness expense deduction for wages is
reduced by the amount of the credit.

,56.k'Recoupment provisions requlred by the former law have been
: eliminated. ,

 Effect of the Tax Credit on Taxes

" The effect ofvfhe oredlt depends. on the‘emnloyer!s income tax
~bracket and the.wage paid to the new employee. The maximum tax
credlt is $3,000 for all workers ‘paid $6 000 or more per year.
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. But because the amount of the credit must be subtracted from
the employer's business expense deduction for wages, the

- credit causes an actual reduction in taxes that ranges from
- $900 for an employer in the 70 percent bracket to $2,580 for
an employer in the 14 percent tax bracket, for each eligible
employee who earns $6,000 in the first yvear of employment.

- How to. Claim a Tax Credit

To claim a tax credit, employers attach new IRS Form 5884 to
their tax returns. To substantiate the claim, employers must
obtain a certificate saying that the employee whose wages are
the basis of the credit is a member of an eligible group.:

For the TJTC, the employer, employee, or prospective employee
contacts a Job Service office of the state employment security
agency (SESA) to get the name of a local agency that can issue
a TJTC Voucher. The agency signs the voucher to confirm that
"the employee is a member of a target group, the employee signs
to vouch for the truth of information given the agency, 'and
the employer signs to confirm that the employee has been or

- will be hired. The employer sends the voucher to the SESA's
TITC staff, which returns a "Targeted Jobs Tax Credit Certi-
ficate" within 72 hours.

For the WIN and Welfare Tax Credits, local WIN and welfare
‘offices certify employer and employee eligibility.

For Further Information: Contact a local office of the SESA
{Job Service) or a WIN office (see state government listings

in the telephone book); the Employment and Training Administra-
tion, U.S. Department of Labor, 601 D Street, N.W., Washington,
D.C. 20213; the Office of Information, Room 10406 at the same ~
address, telephone 202/376-6905; or any of the 10 regional
offices of the Department (Boston, New York, Philadelphia,
Atlanta, Chicago, Kansas City, Dallas, Denver, San Francisco,
and Seattle), referring to local telephone dlrectory for
address and telephone number.
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U.S. DEPARTMENT OF LABOR . -
Employment aind Training Administration

VOUCHER }

TARGETED JOBS TAX CREDIT

% U.S.'GOVERNMENT PRINTING OFFICE: 1979 ~ 287 -~ 821

OMB Apgroval No. 34-R1862

1. INITIATING AGENCY CODE 2. CONTROL NO.

3. TYPE OF VOUCHER (“X" one)| 4. DATE COMPLETED (Mo..Day.Yr.)
5. I Revali-

a. 3 original dation

(State. Employment Security Agency's Name and Address)

(Participating Agency's Name and Address)

1l

SIGNATURE (Authorized Official) PHONE NO.

"PART I. INTRODUCTION

5. NAME OF INDIVIDUAL (Last, First, Middle)

6. SOCIAL SECURITY NO.

7. ADDRESS {(Number, Street, City, State, ZIP Code)

8. SIGNATURE

TO THE EMPLOYER:

-} Ttie above named individual may be eligible for certification uncer the
TARGETED JOBS TAX CREDIT (TJTC) program, as authbrized under

'2he IRS Code 44B. If the person is not employed before (Mo., Day, Yr.)
, this eligibility is subject to review.

Oate

In the event you hire this person, you should request the certification
necessary for you to claim a TARGETED JOBS TAX CREDIT.
Simply .complete the Employer Declaration below, mail to the STATE
EMPLOYMENT SECURITY AGENCY (see address above) and the

"PART 1. EMPLOYER DECLARATION

Employee TITC Certification Form will be returhed to you.

| HEREBY DECLARE that the above named person was or will be employed by:

9, NAME, OF FiRM

10. EMPLOYMENT STARTING
DATE (Ma.. Day, Yr.}

11. STARTING WAGE

S per  hour

12, JO8 TITLE OR OCCUPATION

PLEASE SEND A TJTC CERTIFICATION FOR THIS EMPLOYEE.

13. AUTHORIZED EMPLOYER REPRESENTATIVE
a. Name

b. Title

Signatiire -

¢. Address (No., St., City, State, ZIP Code)

d. Date (Mo., Day, Yr.) e. Phone No. - (Include Area Code)

( )

f. IRS Identitication No.

{As shown on your
tax ‘return)

14. COMMENTS

NOTE: Falsiﬁcatiéﬁ of data:on this form is a Federal crima in violation of 18- USC. 1001, Falsification of work or concealment of information is
, ~ punishable by o fine of not more than $10,000 or imprisonment of not more than 5 years.




1! CONTROL NO. -

V.S, DEPARTMENT OF LABOR
Employmeént and Training Administratien

APPLICANT CHARACTERISTICS

TARGETED JOBS TAX CREDIT

OMB Approval ‘No. 454-R1862

2. DATE COMPLETED

3. NAME OF INDIVIDUAL (Last, First, Middle)

4, SOCIAL SECURITY NO.

I have determined the eligible individual to have the following characteristics:

5. SEX ("X one)

6. BIRTHDATE (Mo., Day, Yr.)

7. RACE ("X" appropriate box)

. [ Male b. [} Fernale a. T3 wnite (net Hispanic) b. T Black ' (not Hispanic)
c. [ Hispanic d. 0 American Indian & Alaskan
8. FAMILY INCOME 9. NO IN 10. VETERAN : Native
{Last 6 months annualized) FAMILY (“X'" one)
: e. [J Asian & Pacific islander
$ a. [J YESs B
[ no

11. TARGETED GROUP FOR TJTC

a. [J Disadvantaged Youth
{18 thru 24)

c. TJ Disadvantaged
Ex-Félon

a. [T Youth (16 thru I18) in a
Cooperative Ed. Program

g. CJ General Assistance
Recipient

CERTIFICATION ("X" one box only)

b.  [J Disadvantaged Vietnam-Era
Veteran

d. [J Vocational Rehabilitation
Referral

f. - [ supplemental Security

income Recipient

12. SOURCE(S) FOR INFORMATION VERIFICATION
(X' appropriate box(es))
[] Local Education Agency
Records

a. b. J ODriver's License

Vocational Rehabilitation
Agency

c. d. {0 State or Federal Parole

Office

a

Birth Certiticate f. 0 Local Weifare Department

O

Wweltare tdentification h. ] DD Form 214

0

Other (Indicate source)

APPLICANT’'S DECLARATION

! CERTIFY that the information 1 have supplied in completing this form is true and correct to the best of my knowledge

I

AGREE that any information I have supplied may be subject to verification.

SIGNATURE OF APPLICANT

DATE

COUNTER SIGNATURE  (Parent or Guardidnj

PARTICIPATING AGENCY'S NAME

AND ADDRESS

SIGNATURE OF AUTHORIZED OFFICIAL

PHONE NO, TYPE OF DETERMINATION ({"X"

one)
a. [J Original
b. 3 Revalidated

COMMENTS

NOTE:

Falsification of data on this form is a Federal crime in violation of 18 USC 1001. Falsification of work.or concealment of information is pumshable

by a ﬁne of not more than $10,000 or imprisonment of not mare than 5 years.




o family planning

APPENDIX 1

In order for us to provide better services to you, please state what
your needs are by using this check sheet.* Put checks to the left of
the need areas. If you want to give more details, please write that
in the long space on the right of each line. If there is something
else, write it at the bottom of the page.

I would like to get information about:

~ food (food stamps and emergency food)

_clothing (used)

- help in finding a place (or better place) to live

| getting my apartment rid of pests

‘ getting medical help

getting dental help

getting an eye exam or glasses

getting help with drug or alcohol problems

getting welfare

day care of child care for dependents

) transportation

civil- legal problems (divorce, garnishment, appeals)

‘getting-a loan or credit in the community

child custody/support

getting an education (learning to read or G.E.D.)

ways to go to college

getting ready for training

getting ready for a jdb (how to look, make épplication, etc.)
getting uniforms for a job '

getting tools or a license for a job

veterans' affairs

anything else

' DATE . SIGNATURE

*Used by Talbert House, Cincinnati, Ohio



APPENDIX 2

MONTGOMERY COUNTY PRE-RELEASE AGREEMENT PRC-54

As a voluntary participant in the Pre-Release Program, I agree to follow the program’s rules as stated
below:

1. 1l agree to industriously work at my employment, training or educational program. I will go to

and from its location by the most direct route in the least amount of time. After each day’s approved
activities I will immediately return to the Pre-Release Center. If any situation occurs which prevents

me [rom returning at, the prescribed time, I willimmediately call the Pre-Release Center for instructions.
1 will not be absent from the approved day’s activities without approval of a Center staff member.

2. Lwill not act as a strike breaker, or participate in any strikes, demonstrations, or similar activities
and I will report any similar situations to the Pre-Release Center staff.

3. lagree to buy the necessary materials, clothing and /or equipment essential to my employment.

4. Prior to making any move to change my employment I will inform the staff of the Pre-Release
- Program and obtain their approval.

5. lagree to deposit with the Work Release Supervisor my earnings less payroll deductions and I
further agree to pay the County 20% of my income for room/board, etc. while working and at the

Pre-Release Center. I also agree to pay my valid debts. Prior to borrowing money, incurring debts,
opening bank or charge accounts, etc., I will obtain approval from Center staff.

6. I will arrange my own transportation to and from work. I understand that before operating a
motor vehicle I must have a valid driver’s license, automobile registration, and proper insurance cov-
erage as required by Maryland law.

7. lagree not to leave the Pre-Release Center premises without prior authorization from Center
staff.

8. ltis, of course, understood that I will obey all laws of the State of Maryland. Should I have any
contact with the police I will immediately notify a Center staff member.

9. lagree not to use, possess or introduce into the Pre-Release Center any weapons, alcoholic bev-
erages, narcotics or drugs (unless under doctor’s orders).

10. - Tagreze to resolve the problems I confront in non-violent ways and I will not verbally or phys-
ically abuse another person.

11. I agree to submit to urinalysis or alcolyser tests when requested by Pre-Release Center staff.

12. Tagree to participate in the Center’s Social Awareness Program, in the group counseling pro-
gram and (or) other community programs (i.e. alcoho! or drug groups) dependent upon my problems,
needs and goals.

13. If I earn home visitation privileges while in this program, I agree to spend my time at pre-
arranged activities with my family or friends as approved by the Center staff, and I will conduct myself
properly, obeying all laws as well as the rules of the program during my release into the community.

14. Ihave read the Pre-Release Center Guidebook and agree to follow the program activities and
procedures of the Pre-Release Center.

I am committed to making those personal changes necessary for me to remain crime free. Thus, I

am ready to become meaningfully involved in this program and the treatment opportunities made
available to me. I am prepared to honestly accept responsibility for my own behavior and will demon-
strale responsibility through my actions.

I realize that if I violate my. part of this agreement I can be immediately removed from the program and
placed in security confinement, and 1 will be subject to the penalties provided by law.

Resident’s Signature : Date

Signiture of Staff Member ' Date



APPENDIX 3

JOB READINESS TEST*
1. High School Diplomé.
2, 'Good personality.
‘3. Job experience.
4. -Lack of work history.
5. A record of father's job experiences.

When asked to complete an employment application:

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

7. Ieave as many personal questions unariswered because it
is really no concern of the emplover.

8. . Don't mention your handicap on the application because
you know that if the employer finds out, he will not
hire you.

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

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

» When preparing for a job interview you should:

"11. Go out and buy all new clothing,

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

13. See that your present clothing is cleaned and pressed.
14. Wear colorful and festive clothing.

Before leaving for the interview you should:

15. ‘Clean your tennis shoes.
16. = Take a bath.

17. "Apply lots of makeup or cologne so the employer w111
notice you.

18. Be sure your hair is combed.

*Parole Rehabilitation and Employment Project (PREP)
- Columbus, Ohio : ‘



37.

If

Call the day before to confirm your app01ntment.

you find you cannot keep your appoxntment.

38.

39.-

40.

41.

42.

Don't call and bother him because he will understand that you

did not keep the appointment because you are handicapped.

Write the employer a letter and tell him you think the job
might be too difficult for you.

Call the employer and explain your c1rcumstances and ask
for another appointment. :

Call the employer and ask if he can arrange transportation
for you because you are handicapped and don't like to ride
the bus.

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

Upon arrival at the place of interview you. should:

43,

44,

45.

46

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

Approach whoever seems to be in charge and tell them all
about your handicap and ask them what they know about ‘a
job for you.

If you are told to wait dinsist that you have an appointment
and must see him immediately or you will leave.

Announce yourself to the receptionist and tell of your
appointment and await her instructions.

‘While being interviewed you should:

47.
48,
49,
50,
51.

52,

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

Be sure and .look around the room while the employer talks to
you 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 for him.

Talk rapidly so that the employer will not have a chance to
say no.

Plan on tellingvhim in detail all about your handicap and all
your serious financial and domestic troubles. '

Take a genuine interest in what he says and ask for the
opportunity to work for him.

s

O
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YES NO

Atfthe’clbse of the~intervieww

53, Tell him you have to have immediate decision as to N () ()
whether you will get the job.

54. Ask when,éo I get paid. E s : ' (Y )

55. Ask when can I have an advance.b () ()

. 56. Be sure to ask hlm what time lunch is and how many breaks Yy )
_you are allowed.

57. Thank him for ‘the interview and tell him you will await ()Y ()
his de0151on.

When on the jobkand you .-do not understand directions fully you should:

58.  Ask your supervisor.' ¢y )
59. . Call a relative or friend fdr his or her advice. () ()

60. Go directly to the top man for he really knows more than the )y ()

supervisor.
61. Ask the fifst~pérson you see, Yy ()
62. Contact your rehabilitation counselor and ask him. ) )
63. Quit‘you;‘job. : , ' : )y ()

After you are on. the job:

64. When you have worked several days show them you mean () ()
business and ask for a raise.

.

65, Don't work too hard because they are not paying you much () ()
anyway.
66. When you.are told to do. something you don't like remind ) )

them you are handlcapped and shouldn't be asked to do
this work.

67. Discuss any problems you have found at work with your foreman () ()
and ask her for suggestions..

68. Discuss all your family problems with your co-workers and () ()
ask for suggestlons.

If you plan to change jobs you should:

69. Analyze the new opportunlty and make sure the new job is ( )‘ ()
secured.
70. Tell no one of your new job and don't report for work at Yy )

your old job.



71,

12.

73.

74.

75.

Discuss YOur proposed job change with a gualified
employment counselor.

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

Tell your present employer that if he would give you a raise
you would not quit.

Try to convince other dissatisfied workers to make a change
with you.

Thank your former employer for the opportunity to have
worked for him and wish him well .in his business.

TOTAL SCORE

YES NO

()

()

()

()

()
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