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Offender Employment Services
 (
Step-by-Step
 
   Important Facts      O
verview
)Process: Application Red Flags 
Seekers with conviction histories must address application questions regarding criminal history, gaps in work history, and other barriers honestly without sabotaging their chances of getting to the interview.  This process aid addresses common mistakes that may stop qualified applicants with conviction histories from getting called for an interview.   
Important facts about this process:
1. Coach customers to look at applications from the potential employer’s perspective.
2. Make sure that customers know resources that are available:  How to get copies of their criminal history (see Background Checks Process Aid), how to get a copy of their work history in Washington as well as out of state, and employer benefits for hiring from this population. 
  Process Steps:
1. Have the job seeker answer all question about his or her background honestly with a yes, if it applies.  Dishonesty on the application creates an atmosphere of distrust. 
2. When asked on the application to give details about the conviction have the customer write “will discuss at interview” or “not work related,” and include either a or b below: 
a. Bondable: See Fidelity Bond Process Aid, Bond Certification Form, or  
b. Work Opportunity Tax Credit eligible (make sure the customer is in fact eligible for the tax credits).  For more information see the WOTC Process Aid.  
3. Have job seeker think about how voice mail messages are perceived from the perspective of the employer:
a. Set up appropriate email address strictly for job search purposes.
b. Telephone messages must be appropriate for any caller to hear.
c. Refrain from using negative music/messages.
d. Ask customers to think about their Facebook pages and change anything they may not want potential employers to see.      
4. Have job seeker write the specific position he or she is applying for on the application (employers do not have “anything” positions). 
5. If dates of employment or employer addresses are unknown, the customer can obtain employer records at no cost request records disclosure (in Washington State).  For all other states work history may be requested through the Social Security Administration (for a fee), using the Request For Social Security Earnings Information Form 7050.  
6. Do not avoid gaps in work history.  Examples of how to respond to work history gaps:
a. Attended school/other training.
b. Personal/medical issues (now resolved).
c. Had a series of short term employment (did not put on application).
d. Self–employed. 
e. Family obligations: Raised children/took care of elderly parent.
7. Working while in prison or jail is valid work experience:
a. Employees have specific job duties, are evaluated by supervisors, compete for jobs, must maintain quality work, and are paid wages.  
b.  (
Step-by-Step
)Examples of prison jobs are as follows: food service, production, warehouse, janitorial, forest fire fighting through Department of Natural Resources (DNR), library, landscaping, ophthalmic lab technician (cut, grind & polish eyeglasses), upholstery, train service animals, and maintenance.
c. Have job seeker obtain copies of their evaluations, if they are positive. 
8. Write “prevailing wage” rather than 32 cents per hour as the salary for prison or jail jobs.
9. The initials of the correctional institution should be used for the employer name. Example:
M.C.C. (Do not write Monroe Correctional Complex) 
16774 170th Ave SE, Monroe, WA  98272 
(360) 794-2600 ext 5688, Supervisor: Maurice Johnson 
10. Have customer contact the prison where he or she worked to determine the policy surrounding references.  Some supervisors will give references over the phone, others will not.  For those that will, make sure the extension numbers are put on the application.  It may not bode well from the employer’s perspective to call the front desk of a prison.  
11. Offenders often say they were educated in prison. Degrees, GEDs, and Certificates are bestowed from educational institutions, not the physical building where classes were held.  Example: earned GED from Spokane Falls Community College, rather than Airway Heights Correction Center.
12.  (
Step-by-Step
)Application should reflect the employer’s point of view.  Coach the job seeker by asking questions like:
a. What would make your application stand out in a stack of 100 applications that an employer has to sift through?
b. Do you “fix cars” or are you experienced in all phases of automotive repair including tune ups, troubleshooting, brakes, lubes etc…?
13. Be sure to identify any second languages in which a seeker is fluent. 
14. Make sure the job seeker does not sabotage his or her chance of getting the interview by writing quit, fired, went to prison in the “Reason for Leaving” box.  Have customers be creative and positive:
a. Better opportunity.
b. Career change.
c. Relocated rather than went to prison or jail (this is not a lie).  
d. Being creative gives the job seeker the opportunity to meet a potential employer face to face.  
15. Write down only positive references.  Ask the job seeker to view this from the employer’s point of perspective: 
a. Employers do not hire applicants who give a name/number as a reference that comes back negative.  
b. If unsure what type of reference will be given, call the reference to find out. 
16. To access additional offender information visit http://www.wa.gov/esd/oes/. 
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