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Offender Employment Services
 (
Step-by-Step
  
 
Important Facts
     
Overview
)Process: Disqualifying Crimes and Negative Actions
Some convictions/actions affect customer employment options. The Department of Social and Health Services (DSHS) Secretary’s List of Crimes and Negative Action states that people with certain convictions or negative actions cannot work with vulnerable populations and are denied unsupervised access to vulnerable adults, juveniles, and children.  
Important facts about this process:
1. A Negative Action is an administrative or civil action taken against an individual.
2. It is mandatory to document a job seeker’s conviction in the Services, Knowledge & Information Exchange System (SKIES). This information helps to ensure customers receive only appropriate job referrals.  (See page 2 of this Process Aid.)
3. Staff and customers can identify crimes included on the DSHS Secretary’s List of Crimes & Negative Actions by going to  http://dshs.wa.gov/bccu/bccucrimeslist.shtml.
Process Steps:
1. Place more in depth information about conviction history or legal issues under the Comprehensive Assessment - Legal tab.  
2. Coach the job seeker to look at transferrable skills.  Experience gained from a job or industry the customer can no longer work in is still beneficial for future employment prospects.  
3. If customers are considering educational pursuits, have them make sure they will in fact be able to be employed in that field upon completion of training program. 
4. Additional information can be found at Offender Resources.


 (
Recording Offender Services in SKIES
)Offender Services in SKIES 
Add a Service to an Offender Employment Services Record 
Offender definition: An adult or juvenile who: (a) is or has been subject to any stage of the criminal justice process, for whom services under WIA may be beneficial; or (b) requires assistance in overcoming artificial barriers to employment resulting from a record of arrest or conviction.
Increasing numbers of employers conduct background checks on applicants. Ask the Job Seeker about prior offender status.  Example: “Do you have a legal issue or conviction history that may be a barrier to employment?” If answered ‘Yes,’ click the appropriate radio button on the Job Seeker > Core Services > Basic > Program Data tab. 
 (
When the Job Seeker answers the question Yes, click > radio Button. 
)
 (
Legal tab
) (
Core Services > Program Data Tab
) (
Comprehensive Legal Tab
)[image: ][image: ] 

In addition, the Comprehensive Assessment - Legal tab is where details about the Job Seeker offender status are recorded. 
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