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Preface

PreReleasgEducation SOP 607.26.01.012)

All offenders must complete PreRelease prior to parole/release planning.

PreRelease Manual

(15-20 hours)

15-20 hours
Chapters 110

e |dentification

e Education

¢ Employment

e Communication
e Money

e Housing

e Transportation
e Health

e Relationships

e Supervision

Pre-Release Program

Education/Career Planning

(40 hours)

Curriculum - eCIS
Class Objectives (40 hours)

e  Define “career”

o Develop skills to
locate, evaluate, and
interpret career
information

o |dentify interests, skills,
personal preferences,
and work values that
influence career and
education choices

e Identify career cluster

e Develop an education
and career plan

e Review and revise
education and career
plan

e Provide resources for
post -secondary
education preparation
or vocational skill
building

e Prepare a usable

resume, cover letter, jok

application and thank-
you letter

e |dentify and assemble
necessary
documentation for
entrance into post-

secondary education or

training

Computer Literacy
(3-5 hours)

Microsoft
Digital
Learning Certification

e Computer
Basics

e The Internet
and the World
Wide Web

e Productivity
Programs

e Computer
Security and
Privacy

¢ Digital
Lifestyles
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Introd uction

Congratulations!. You are about to return tooyr community, farmly, and fiends. To help with your
trarsition, the Idaho Departent of Correctionhas compiled a ariety of information to assit you. Throughout
thenext 10 chapgrs numeros topics are addressed to paepyoufor thefuture.

Our goal for you isto have a sucesiul trarsition and to utilize thes¢ools and resourcefor thefuture. Being
prepared is the best wé&o ensure your sgecess.

Recommendation to Instructors and Students

The following resources are free and availableujgpgement the manual material in the classroomaand
a resource once released:

IdentityTheft.gov — since many people reentering society may have had tbentities stolen or
compromised while incarcerated, identity theft isnething to be diligent about. This site allows pleop

to report identity theft, create an affidavit of timcident(s) and generate a personal recovery plan.
There’s also information on avoiding ID theft.

College Degree Scams- warns people about diploma mills, scammers selliage degrees from
unaccredited schools. You can also use this blogt fwith your own name, and organizatienit’s
copyright free) as a quick way newsletter article or email to reach your groups: Looking to get a high
school diploma? Watch out for scams.

Career Information Systems— http://labor.idaho.gov/dnn/idl/ldahoCareerinfornuoatiaspx-
Learn about your strengths and options, and devslolbs for finding a job, writing a resume and
interviewing. Available in institutional computkabs.

Fair Shake - http://www.fairshake.net Reentry Resources - available in institutional cotepiabs.

Consumer.gov- http://Consumer.gov Materials on consumerism and financial literacy

Women’s Prison Association — http://www.wpaonline.org- Materials on preparing for employment,
budgeting, life skills and much more

As you compl& eachchaper or activty — review some of the matial you found inteesting or challengig.
Takenotes. Add things, change things and utilize thesources in yourraa. Follow yur Probation or Parel
Officer’s suggestiors. The rules establishedare for your benefit and lsould be viewed as suchif you are
relessing to P & Premember thathe officer assiged to you & for you and notagainst you. Followthe rules-
eventhe little ones andenjoy a lifetime with your families, friendgnd co-worlers.

Do you see that you create your life or do you feel that fate is in controldu
want to be the master of your experiences and success, create your luck ar
your success; you (and only you) can do it!

“The only way to predict the future is to have power to shape the future.”

-Eric Hoffer
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Thinking About Reentry Needs And Discharge Planning
A Model for Successful Community Reintegration

Reentry is about more than a job, or housing, or even compliance with parole requirements. It is about al
that, and more. This matrix reflects reentry with at least five dimensions (the Basic Life Areas c
subsistence/livelihood, residence, family, health and sobriety, and criminal justice compliance) and at least th
stages (the Phases of survival, stabilization, and of increasing self-sufficiency).

These areas are inter-dependent. A viable plan must include provisions in each area that carileé vattonc
each other. The matrix below shows how an appropriate plan in each area might vary depending on
person’s stage of reentry.

Reentrv Phase Basic Life Areas*
Subsistence/ Residence Familv Health & | Criminal Justice
Livelihood ** Sobrietv Compliance
Survival Money Family or friend | Make contact Continue with Report to parole
Public assistance previous reqularly
Soup Kitchens Shelter medication
Pantries reaimens
Maintain basic hyaiene Street Avoid relapse
Emeraency room
care
Stabilization Public assistance Transitional Supervised Drua treatment; | Comply with
Trainina/education Residence visitation - treatment of reauirements
Low wage or subsidized Get familiarized | uraent physical
iob Family or friend and mental health
issues
Counseling
Self Job that pays a living wagq Permanent Reunify with Reaqular health Earn reduced
Sufficiencv and provides benefits housing (with family; received | visits paid by supervision or
’ Education to improve public subsidy, if| family health insurance | complete parole
emplovability necessary) counseling Onagoing support
structure- 12
Carinag for others| step. therapy,
community
activities

*The other basic need is for encouragement, support, and orientation tbingsv
**Subsistence includes transportation, food, clothing and all out ofgp@xpenses.

Adapted from: WPA 110 Second Avenue, New York, NY 10003
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Preparing for Release Checklist

Check List Before Release

What do you

need?

Whyv?

How?

You need your birth certificatg

Contact the courthouse in the city where

Employment Birth Certificate to get your driver’s license. you were born or find it through the
Apply for one while you are | Centers for Disease Control directory.
incarcerated, if possible, as it
may take a few weeks to
process.
Social Security Necessary for employment. | Write to: Social Security Administration
Card You can apply for this while | Office of Public Inquiries
you are still incarcerated. Windsor Park Building
6401 Security Blvd.
Baltimore, MD 21235
Computer Now is a great time to brush | Contact the education program at your institution for
Literacy up on your computer skills class enrollment
Computer skills are required
of most jobs
Review employment-related | Contact the education program at your institution for
PreRelease documents including: samplq class enroliment when you are 12 months away from
job application, interview earliest release date
guestions and tools for
building your resume.
_ GED or HS A GED/HS diploma Contact the education program at your institution for
Education Diploma completion greatly improves | class enroliment.
your odds for employment an
increased earning potential.
GED testing is free while you
are incarcerated the charge
for GED testing in Idaho is
$120 for the complete testing
battery.
Follow programs | Addresses the thinking or Case Manager referral into prescribed programming
Programs/ prescribed by behavioral errors that resulteq address areas of need in cognitive/behavioral/social
Treatment your Case in incarceration substance abuse treatment
Manager
Fresh produce, You are what you eat! Fresh| Check out the health, diet and cooking sections in yo
Food whole grains, lots | and whole foods play an library.
of water! important role in gaining and
maintaining mental and
physical health.
Food Stamp Food stamps help you Talk with your case manager about reentry support p
Eligibility maintain a healthy diet. to release
Finances Funding Find out what reentry support Talk with your case manager about reentry support p

you may be eligible for when
you are released.

to release

Prepare a budget

How much money do you

need to make to live?

PreRelease classeBuild a budget

Adapted from: WPA 110 Second Avenue, New York, NY 10003
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In Your First Week - Checklist

What do you

need?

Why?

How?

Website

Employment

State-Issued

An identification card is required

Department of

Photo ID to get a job. Transportation
Temporary Temporary work while you seard Find a local Staffing
Job for full-time or permanent Agency and apply.
employment.
: Call 2-1-1 for help with food, www.211.0rg
Housing 2-11 housing, health care, employme
counseling and more
Soup Kitchen | Offer free hot meals and Find out by word of mouth,| Just one of many
Food / Food Pantry | packaged food, often on a or possibly at a healthy recipe websites
certain day of the week. local food coop or church | www.eatingwell.com/re
cipes_menus/
collections/healthy
budget friendly
recipes
Food Stamps | You may be eligible for food Apply at your local Human
stamps. Services office.
. Prepare a How much money do you need t The National Foundation | www.nfcc.org/
Finances budget make to for Credit FinancialEducation/mor]
live? Counseling can help you | thlyincome.cfm
create your budget
online or at one of 750
offices in all 50 states
: Driver’s If you want to drive! Department of
Transportation License Transportation
Clothing Affordable All purposes Checkout thrift stores and
Clothing free stores
Health and Chemical
Sobriety Abuse
Mental Health
Physical
Health
Family and Child Care
Friends Family
Counseling
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Proper identification
Identification srequired to cash a check, take a ériy test, or get gob.
Forms of acceptalde identificaion are:
e Birth Certificate
Social Security Card
Voter Registration
Driver’s LicensdState 1D
Valid Passport

Voter Eligibility in Idaho
http://www.dmv.org/id-idaho/voter-reqistration.php#\Voter-Eligibilihnddaho

You’re eligible to vote in Idaho if you:
e Are at least 18 years old (or will be by the next Election Day).
e AreaU.S. citizen.
e Are an Idaho resident and have lived in the election district in which you’re voting for at
least 30 days.

These districts include:
o Your taxing district

o City elections
o County elections
o State elections

If you’ve completed your sentence, or if you were convicted of a misdemeanor, you are eligible
to vote.

You cannot vote if:

e You’'re currently incarcerated for a convicted crime

e You’re a felon who has not had your civil rights restored. For voting purposes, your civil
rights are automatically restored once you complete your sentence and any probation or
parole period

Register to Vote in Idaho
Register to vote in person or by mail using the Idaho Voter Registration Form (Form ERM-1).

Simply complete the form and hand-deliver or mail it to the applicable county election office
listed on the application.
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Birth Certificate

The Idaho Bureau of Vital Records and Health Statistics maintains birth and death records filed
from July 1911 to the present, and marriage and divorce records filed from May 1947 to the
present. Some counties may have older birth, death, marriage, or divorce records in their files,
but county files contain only records of vital events that occurred in that county.

Information regarding obtaining records for events occurring in other states may be found at the
National Center for Health Statistics.

Birth certificates are legally confidential in Idaho for 100 years. Death, stillbirth, marriage, and
divorce certificates are legally confidential in Idaho for 50 years.

You will need the following information to order certificates by mail (all forms can be found on
line at: http://www.healthandwelfare.idaho.gov/health/vitalrecordsandhealthstajistics

e A completed Certificate Request Form or write a letter containing all the necessary
information

e A photocopy of your acceptable identification

e A check or money order for the certificate fee made out to Idaho Vital Records

Send it all to:
Idaho Bureau of Vital Records and Health Statistics
PO Box 83720
Boise, ID 83720-0036

Social SecurityCard
Social Security is agt of almcst everyone’s life, no mater what your age. You can get an
original Social Security card or a replacement card if yours is lost or stolen by following the
steps below. You cannot apply for a card online. There is no charge for a Social Security card.
This service is free.
If youhave nevempplied for a Social Securityaed, and are over 18, you nmatapply in person.
If you woud like a fee duplicae cad, you must request an applicationrbm your casewrker or
trarsition staff that can asgiyou inthe process. Belovsithe statewide &t of Idaho offices.
These Social Security officeare the met up-to-date list available.

Fnt: Office Name Address City State Zip
§= = Boise Office 1249 S Vinné Way Boise Idaho 83709
% E Caldwell Office 1118 SoutlKimbdl Ave Caldwell  Idaho 83605
= _§ CoeurD’ Alene Ofice 7400 N Mineral Dr.  Coeur D Alen¢ Idaho 83814
'g % | Suite 100 |
W Idaho Fdls Office 2196 Channing Way Idaho Fds Idaho 83402
| M Lewiston Office 1617 19th Ave Lewiston Idaho 83501
\\\y\ Pocatello Office 861 Jefferson Ave. Pocatello Idaho 83201
Twin Falls Office 1437 Fillmore Twin Falls Idaho 83301
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Idaho Driver’s Licensesand ldentification Cards
To apply for an Idaho drives licerse, icertification card, or instruction permit you nggoresern:

An Idaho drier‘s licerse, irstruction permit, or &te idertification card that is current or exped for:

¢ Five yeas or lessif it has a photo
e One ea or lessif it does nothave a phdo

If your full legal name g different tian the name onaour primary
docunent or Idaho driers licerse, irstruction permi, or date
o identificaion card you mst also present a etified copy of a
1Ll dr'.Ver slliCebElpS . mariiage certificde or a ertified copy of a divoce deaee or oher
been expired for more than five court order. The diarce decree or dter court orde must specify
years, you mst have an origial the name change. The name thaill appear on gur new Idaho
copy/certifiedcopy of your birth driver's license, instuction pemit, or stde idertification card is the
certificate and an acceptable name that is on your prawy docurnert or legd name change

photo identify document. docunert.

Documents are subgad to verification and may not be accefed
if altered. Any document that is not in English must be
accompanied by an pproved English translation.

Any documents listed previousi or a primary docurrert listed on the next page thabes not cntain your ful
legalname or ony contains a middle initial meathat you mst also preen another primary or secondary
documentthat indicates youfull legal name.

If your licerse is stolen or lost, but still valid (and mathin three montkof expiring), you can get a dupliea
by mail. Your request shddibe sento the following addrss:

Idaho Department of Transportation
Motor Vehicles Division
3311 Jate Stred
Boise ID 83721

The more we align ourselves with our goals, the more easily we can find the necessary m
to carry out our tasks.

“Whether you think you can or whether you think you can't, you're right.”
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Acceptable Photo Identity Documents

(other than statéssued driver’s licenses and IDs)

Acceptable valid Department of Homeland Security (DHS) photo card/document

U.S. Military ID card or U.S. Retired Military card

U.S. Military Dependent’s card

U.S. Passport or U.S. Passport card

Original citizenship/naturalization document

Foreign passport

Concealed Weapons Permit issued by the state of Idaho not expired for one year or more
Veteran’s Universal Access Card, with photo

Native American ID card, with photo

Acceptable Secondary Identity Documents

Certified court name change document

Certified marriage certificate meeting ldaho standards with seal and document number  showing tha
was recorded

Certified divorce document from a court or state vital records

Guardianship or custody documents, notarized or court certified

U.S. Military discharge paper (Form # DD214)

Idaho Department of Corrections photo ID card

Idaho Department of Juvenile Corrections photo ID card

What tests will | need to take?

Vision Screening- Your vision will be tested and you must meet aiminm standard of 20/40 vision in at least
one eye, with or without corrective lenses. If yaeawglasses or contacts during the screeningsadstriction will
be placed on your driver’s license. If the lens restriction is placed on your driver’s license, you must always wear

your glasses or contacts when operating a vehigtewcould be cited and lose your driving privileder a period
of time.

Written Knowledge Test- If you are a new applicant for an Idaho driver’s license or your Idaho driver’s
license has been expired for more than 25 montlsyilbbe tested on your knowledge of Idaho traffias,
highway signs by shape and symbol, traffic signagement marking, and equipment required on motuches.

Skills Test— A skills test is required for any applicant:

e who has never been licensed before,
e who has completed driver’s training and the supervised instruction period,
¢ whose license has been expired for 25 months or more,

e who presents or surrenders a driver’s license issued by a foreign country
(except Germany and Korea), or
e whose vision does not meet minimum standards.
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When can | renew my license?

You may renew your Idaho driver’s license in person up to 25 months before the expiration date. A Class D

license renewal is valid for either four years or eight years. If you are between the ages of 21 and 62, you ma
choose the eight-year renewal. Your vision will be checked, and if the examiner thinks it is necessary, a skills
test, visual examination, and/or medical examination may be requested.

If your driver’s license has been expired for 25 months or more, you will be required to take the written

knowledge test and the skills test. If your CDL is expired for 25 months or more and you wish to retain CDL
privileges, you will need to take the written knowledge test for class D, all written tests pertinent to the CDL,
and a skills test in the class of vehicle that matches the class of CDL you are applying for.

What else should | know?

Selective Service Registration - Federal law requires all males who are 18 to 25 years of age to ragiseer wit
Selective Services System. Eligible males wildithe opportunity to register when they apply for a driver’s
license or ID card.

Fear can be physically and emotionally paralyzing. To break the chains thatokeé&pn
realizing your dreams, you must confront your fears. You will learn and grow, which
happen without taking action.

“Courage is resistance to fear, master of fear — not absence of fear.” —Mark Twain
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Understanding Chaper 1: Identification

. Whatdocunens do | need to get photo identification?

. Do | have thedocuments | needto get phdo idertification?

. If so, wherare they locatd? If nat, how do | get an apication form to get aetified copy of my
birth cettificate?

. How do | get a form to request a dupteaf my Social Security card?

. How do | get a form to request a dupteaf or to renev my phao identification?
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Advantages of Continuing Education

e Higher income

e Expanded job opportunities
e Positive role model

e Reduced likelihood of returning to prison, especially if under the age of 21 years

The best time and cost effective time to complete your education is before you get out. Contact the
educational program at your institution for class enrollment.

A 2013 RAND study concluded that offenders who participated in education programs were 43% less likely
return to prison within three years of release.

[‘i‘)' Three state recidivism studies made in 1997 by Steuer, Smith, and Tracy, conducted in Marylat
innesota, and Ohio involved 3600 men and women inmates released from prison at least three years.
study showed that male and female offenders who participated in education programs while in prison redu
re-incarceration by 29%. (Recidivism Rates)

b) A 2007 study of incarceration in Colorado found that recidivism rates of women who participated i
vocational programs had a recidivism rate of 8.75%, those who completed their GED, 6.71%, and those v
participated in neither a vocational or academic program, 26%. (Recidivism Rates)

c? Another study in 2002 surveyed research in Florida, Maryland, Massachusetts, New York, Ohio, Tex:
g a%h, )and Virginia. Results indicted that educational programs$ cut recidivism from 49% to 20%. (Recidivist
ates

d) “National studies show,” write Keys and Jackson, “that college classes cut recidivism by 30% or more. That
would make a good investment for state taxpayers.”

e) According to the National Correctional Association, in a 2009 report, inmates who earn an AA/AS are 70
less likely to recidivate than those who did not complete a program; a GED, 25% less likely toteecida
those who earn a vocational certificate, 14.6% less likely to recidivate. (Education Newsletter 1)

f) A recent U.S. Department of Justice report says that ‘“Prison-based education is the single most effective tool
for lowering recidivism. According to the National Institute of Justice Report to the U.S. C,ongress, priso
education is far more effective at reducing recidivism than boot camps, shock incarcerationfionaloca
training.” The report goes on to say that “Other studies sponsored by the Federal Bureau of Prisons find that . .. =
the more education programs Successfully completed for each six months confirmed, the lower the recidivi
rates. The exact figures indicating these inverse recidivism rates for degree recipients were: A§EB38be,
Baccalaureates (5.6%), Masters (0%). (Education Newsletter II)

Adult Basc Education in |daho
From the Career &chnical Education website (www.cte.idaho.gov)

Idaho ofers Adult Basc Education (ABE) prograns, leading to completion of théenerd Education
Development (GED), free of chargeABE Learning @rters are located atach of Idaho’s colleges and
universities.

Adult Basic Education

Adult Basic Education (ABE) is a federally funded gmam that provides basic skills instruction to adults
who fall below a 12th grade level in reading, writimg, math. We also provide instruction in English as a
Second Language for students who cannot speak, readriter the English language. Because we are
federally funded under the Workforce Investment, &gt offer our classes to students free of charge.
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Taking the GED in Idaho

To register for the GED, please visit https://GED.com. &lyeu can set up a user profile, view testing sites in
your area, and schedule your tests. There are four tests imtmtaach test costs $30. The total battery costs
$120.

How to log into your MyGED account after release from a Carectional Education Program

Follow these steps to log into your MyGED® account after ydaase. Use your MyGED® account to finish
taking your GED® test or request your transcript.

To Log Into Your Myged® Account:

e Step 1: Before your release, ask the testing center to ymmat®yGED® account.
o Give them the email address that you’ll use to log into your MyGED® after your release
= If your account wasn’t updated before your release, call GED Testing Service to have your
account updated.
Call the GED Testing Service call center at 1-877-392-6433
Give your name, date of birth, and the corrections facilitgrelyou took the GED® test
Give your new address, phone number, and email address sath@ydate your account
NOTE: Call center hours are 7:00 AM7:00 PM CT.

o O O O

e Step 2: Log into your MyGED® account.
o Goto GED.com
o Use your updated email address to log in
o Click “Forgot Password” if you need to reset your password
o Log in to see your scores, continue studying, and schedutegmaining tests

To Request Your Transcript:

e Loginto MyGED® at GED.com
e C(Click on the “Request a Transcript” link at the bottom of the screen
e Follow the steps to request a transcript to be sent to your riresad

NOTE: The process to request a transcript is different for h eastate. Go to
www.GEDtestingservice.com/GEDrequest-a-transcript to see whategulito do next.

IMPORTANT NOTE: If you set up a new MyGED® account after your release, you’ll have to merge your
corrections MyGED® account with your new account. Call thé caiter at 1-877-392-6433 to merge your
accounts.

Contact 18773926433 or email help@GEDtestingservice.com if you have anyigonssabout logging into
your MyGED account.
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GED Transcripts

The State of Idaho uses DiplomaSender, an external internet-based service to h
takers order their GED documents. DiplomaSender can provide copies of your
transcript directly to you, to an employer, school, or other organization via fax, email,
mail.

Testers who completed their GED testing after January 2014 are entitled to one free
their transcript. The State of Idaho does not provide these documents automatical
students must request their free first copy through DiplomaSender.

Each additional copy of your GED transcript costs $15. Diploma sender offers the o
of paying by credit card or money order.

To begin your request, or for more information about obtaining your GED transcript, |
visit:

www.DiplomaSender.com.

Vocational Rehabilitation

Idaho Division of Vocational Rehabilitation
650 W. State St. Room 150, Boise, ID 83720
(208) 334-3390
department.info@vr.idaho.gov

Vocational Rehabilitation is appropriate for you if...

You want to work

You have a disability that makes it hard for you to get or continue work

You want to become employed to the best of your ability

You require specific services to become employed

You are willing to follow through and be responsible for your own progress toward employment

Vocational Rehabilitation is NOT appropriate for you if...

You do not want to work

You do not have a disability

You want VR to help document a disability for purposes of obtaining benefits
You are required to come to IDVR by someone else and do not want to be here
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How do | apply?

Applying for VR services requires a series of steps:
An applicant provides information to VR staff during an intake interview. Information requested by IDVR is
necessary to begin the eligibility assessment process.

AND
An applicant agrees that he or she is available to complete the assessment process required to determine
eligibility for VR services.

AND
At the intake interview, the applicant provides a signed and dated application signature sheet to IDVR or mak
an alternative request for application to IDVR.

The application process is complete when all steps have occurred.

If you would like to begin the application process, contact the VR office nearest you to schedule an
appointment.

Specialized Vocational Rehabilitation Service for Offenders

Vocational Rehabilitation is pro- active in assisting inmates with disabilities to transition into the community b
developing a program to concentrate on this clientele. Utilizing a team approach, counselors wo
collaboratively with the client, the Department of Probation/ Parole and medical or psychaegeds to re-
introduce the individual to the work world. The Division has gained a level of expertise that has resulted in
high success rate of individuals securing and maintaining employment, a savings in institutional costs and
overall net gain to the community.

Because people are expected to contribute to the cost of their vocational rehabilitation prograextenthe
possible, you may be responsible for some costs of your rehabilitation plan. This will be based upon yc
individual financial need. However, no one is ever turned away because of inability to pay.

Pos-Semndary Education

Everyone on Probation/Parole MUST check with the supervising Probation/Parole Officer to get permission t
register for post-secondary classes.

Part-Time Student Options

After getting rekased from a correctional ¢dity, offendes need tofocus on getting eestablishedso that the
can support themselse@nd/ortheir famly. This doesnat mean that you cannotartinue your educationlt is
possibleto work a joband attendsdool pat time. Many schoos offer evening and veekerd prograns, and
these prograsoften qualify for financial aid.

Everyone on Probation/ParddJ ST checkwith his or her supervising Parole or Probation €fifto get
permissonto register for post-secondary classes.
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Low Income and First Generation College Students

Educational Talent Search (commonly known as TRIO) is a federal program,
is funded to help adults enroll in college or vocational technical schools and apy|
financial aid. To qualify, students must either meet logsme guidelines or be
first generation college student. This program is offered free of charg
participants.

Services offered
= Information about colleges, universities and vocational/techr
schools including admission and financial aid, core requirements

application procedures and requirements.

= Assistance with completion of admission and financial aid forms
scholarship applications.

= Career, academic, and personal counseling
= On campus tutoring and academic services

Call your potential school to see if they offer this program or contact the Unive
of Idaho TRIO office at (208) 885-5341.
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FAFSA — Free Application for Federal Student Aid

The FAFSA form is the first step to take to get financial aid for school.
application will qualify you for all grants and loans available. You can fill out on|
these forms while still in prison. Education staff can help you access these forms

In order to be eligible for Financial Aid, adult men must be registered for Sele
Service. Be aware that a drug conviction may make you ineligible for some Fin;
Aid. Situations are handled on a cdseease basis. More information may |
requested of you to determine your eligibility. Be sure to answer every question
FAFSA and all other forms completely. Skipping questions or leaving sections
are likely to cause your application to be rejected

To request free FAFSA forms and information, write dk. ca

Federal Student Aid Information Center
PO Box 84
Washington, DC 20044-0084 www.studentaid.ed.gov
1-800-433-3243

The forms may also be filled out onlinevatw.fafsa.govonce you‘re released from
prison.)



http://www.fafsa.gov/
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Understanding Chaper 2: Education

1. What are pur educabnal goals?

2. What are some ofour barriers to going taschod?

3. What pkrs do youhave to overcome barriegto continuing your education?

4. Why do you neetb havepermission from gur Probation & Rrole Officer?

Class resources:
Home - FAFSA on the Web - Federal Student Aid
https://fafsa.ed.gov

'
Reduce stress and physical illness by achieving satisfaction in your life! When you

take responsibility for your own satisfaction at home and on the job, you will cease
to blame and start to create the life you desire. With all relationships, be yourselt
and state your boundaries. Remember this when it’s time to interview! By

interviewing your interviewer you ensure your own satisfaction at work.

“One day your life will flash before your eyes. Make sure its worth watching.”-

Soren Kierkegaard
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Getting Started on Your Job Search

Now the process for finding a job begins. It can be a frustrating experience and itasaexuiting experience
. or maybe even both. But the reality is, you have to find a job. The information in this chapéegriedi®
help you create an organized and successful job search.

Start by using theOne-Stop Career System (www.careeronestop.org)

American Job Centers (or AJCs) provide free help to job seekers for a variety of careepéoygmnent-related
needs. More than 2,500 AJCs, funded by the U.S. Department of Labor’s Employment and Training
Administration, are located throughout the United States. In Idaho, services are available at each of the
Idaho Department of Labor offices around the state.

Services vary by location but can include:
« Resource rooms with phones, free internet and résumé writing tools
. Employment plan development
. Job training services
« Job search assistance
. Career counseling
« Practice interviewing
« Skills testing
. Labor market and employer information
. Employment workshops
« Online job listings 24 hours per day
. Hiring events and business service information
« Accessibility and special accommodations for people with disabilities
. Referrals to community resources and other agencies
« ldaho Department of Labor (www.labor.idaho.gov)

« Access to your state’s job bank or CareerOneStop’s National Job Search
(www.careeronestop.org/JobSearch/JobSearch.aspx)

Of course one of the best benefits is having the opportunity to talk to a professional who is there to be
resource for assisting you through this process. They are knowledgeable, and have access to information
will make your job search easier and more successful.
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Important Employment Tips

We often have to work our way up to the job we want, either because it’s not available when we go to find it or
we need more experience, education, preparation or time to get ready. Although we will spend timeatorking
jobs that are not our preferred job, we can enjoy the interim more when we stay focused on our goals.
Start by asking yourself key questions
« What kind of job or career do | want?
« What am | willing to do, learn or sacrifice to get that job or career?
Know what documents you may need
o Before venturing out into the world of work you will need necessary documents. The most frequentlydequeste
documents are:
e Birth certificate
e Driver’s license or basic identification
e Social Security Card

Ask yourself employment-related questions

e What occupations or industries in my area are in need of employees?

e What are my employment limitations due to my particular crime?

e What is the income | need in order to pay for housing, food, energy, child support, etc.?
e Which strategies do I think would be most effective for “selling” my attributes?

Prepare to apply for a job by creating key worksheets
e Inventory your work history in and out of prison
e List your training, skills, limitations, and health considerations

e Gather all the information you will need to fill out employment applications.ybu ready to fill an application
out online since many companies only accept online applications?

Know what employment resources are available to you

¢ Idaho Department of Labor

e Linkedin.com (the #1 job search site to use), Craigslist.com, Monster.com, and other job-search websites
e Classified ads in the local paper or found on-line

e Apply for jobs with companies you want to work with

e Job assistance and job training centers

Evaluate your skills and personal strengths

e Education and career planning classes are available at all institutions. Thegtef&st inventories to help you
identify the career that best suits you.

e When you are released, consider taking a free onlinesselfsment. You can go online and type the phrase “self-
assessment test” into any search engine.

¢ You will discover there are many options available for you to check out.
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Résumeé Guide
A good résumé may not get you a job . . . but it will open the door for an interview where you can “sell”
yourself. Most employers want a résumé to see the skills you have that relate to the job for which you’re

applying.
Write a Résumé That Will Generate Results

Before you begin, ask yourself: Why do you have a resume in the first place? What is it supposed to do for y
How can you differentiate yourself from hundreds of other qualified applicants? The prospective ehgdoye
the overwhelming task of looking over many resumes to find the person that is right for the position, and is
great fit for the culture of the company. You will be facing a great deal of competition.

The resume is a tool with one specific purpose: to win an interview. If it doesn't, it isn't an effective rAsume.
resume is an advertisement; nothing more, nothing less. A great resume doesn’t just tell them what you have

done but makes the same assertion that all good ads do: If you buy this product, you will get these spec
direct benefits. It presents you in the best light. It convinces the employer that you have whattd bekes
successful in this new position or career.

It is a mistake to think of your resume as your work history, a personal statement or some sort of Se
expression. Sure, most of the content of any resume is focused on your job history, but write with the intent
to create interest, to persuade the employer to call you. If you write with that goal, your final pritidoet

very different than if you write it just to catalog your job history.

Most resumes are quickly scanned, rather than read. Ten to twenty seconds is all the time you havdeo pers
a prospective employer to read further and the decision to interview a candidate is usualgnb@asederall

first impression of the resume. The top half of the first page of your resume will either make or break you. Y
hope it will have the same result as a well-written ad: to get the reader to respond. Ydlingra peoduct in
which you have a large personal investmeNbu.

Most resumes are just the evidence section, with no assertions. When an employer finishes reading Y
resume, you want them to reach for the phone to invite you in to interview. The resumes you have written in
past have probably been a gallant effort to inform the reader. You don't want them informed. You nmvant the
interested and excited.

Remember ... It’s Content That Matters

An effective resume contains five distinct componentseading, objective, highlights of qualifications, work
history education and professional development.

When f{illing in the work performed or job duties section use the entire space given to list your
skills, accomplishments, and contributions made in your past positions.

If you worked while you were incarcerated, be sure to list the skills you used and add that to
employment history. Remember . .. SELL YOURSELF!!!!
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Building Your Résumé

Your résumé is a representation of who you are on a piece of paper. It is the only representation of you
hiring manager will have of you. The sole purpose of your résumeé is to get you an interview. Your résun
should contain the following:

e Header. Also known as the masthead, it goes at the top of your résumé and contains your narr
address, phone number and email address.

e Obijective: This is the exact title of the job you are applying for.
e Summary of Qualifications: This is a summary of your skills.

e Work History / Professional Experience It includes positions you held, dates of employment, the
companies you worked for and the city and state where each company was located.

e Education: A list of all your education and professional training or any type of professional
development classes or seminars.

e Above all, you must use key words throughout the résumé and include any additional importal
information that will make it more personalized and powerful. Start each statement with an action ve
to describe what you did.

Presentation Matters

While the content is always the most important part of your résumé, the presentation is a close second. Y
résumé is your ticket to your next job. A recruiter or a hiring manager spends an average of 10 to 20 seco
looking at your résumé, so you must get their attention in that time.

How do you ensure you catch the attention of a hiring manager?
« Decide which type of réesumé will best fit you . . . chronological or functional.
« Tailor your résumé to the position you are applying for. Keep information relevant.
. Keep your résumé organized and easy to read. Use clear headings and concise information.
. Maintain order of content: objective, summary of qualifications, work experience, education.

References

. Create a reference sheet and have it available when appropriate. Some employers will @skrioesef
when applying and some will ask for them later.

. Select the right people and talk to them in advance about using them for a reference. Ask if you can 1
their names and contact information. Tell them to be prepared if they are called.

« The people you list should be able to attest to your performance and your responsibilities, so keep y
references as current as possible.
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Resume Guidelines

The résumé is used to market you to an employer. It should be a short summary, not the wholeestory. -
following are general guidelines for writing résumes.

Résumé Format

Length of the résumé should be one page, and never more than two pages.
Margins (top, bottom, left and right) should be approximately 1-inch.
Ensure there is plenty of white space and it should be easy to read.

Font size should be 10 to 12 point.

Use conservative font styles (Arial, Times New Roman)

Layout should be easy to follow and information easy to locate.

Appearance should be neat and clean, no errors or corrections.

Résumé Content

Show accomplishments and results that relate to the needs of the company.
Give examples ability to solve problems.
Use statistics and numbers when possible, and use industry terminology where appropriate.

Use category headings: objective, professional highlights, education, training, skills, profession
associations and organizations, honors and awards, references.

Use action verbs and words with lots of impact.

Do not state that “References are Available Upon Request”.

General Résumé Writing Tips

Write your own résumé. Start by writing down a list of everything you have done, your work record
education, and all your accomplishments.

Leave off salary information and only provide it when requested.
Do not mass mail résumés.

Do not provide names of references on the résumé. Provide them when requested.
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Sample Functional Résumé

Judy Rogers
123 St. George Avenue #44
Alameda, CA 92587
415.111.1111
jrodgers@yahoo.com

Objective: Sales and Marketing Director

Highlights of Qualifications

Extensive professional experience with the public.

Recognized as being personable and persuasive in communicating creatively with numerous custoalers from
cultures and economic levels.

Proven ability to persevere in solving a customers’ problem.

Known for being self-motivated and confident in making independent decisions.
Focused on being very well organized and committed to meeting deadlines.
Good understanding of Microsoft Office.

Relevant Experience

Sales and Marketing

. Made direct presentations to retail storeowners and buyers, marketing Christmas ornamentieansd gift
imported from the Philippines.

« Co-hosted sales seminars for potential real estate partnership investors.

. Oriented customers by answering questions regarding project details.

« Followed up by phone to verify their commitment to invest in the partnership.

« Canvassed by cold calling for contributions to a nonprofit organization.

. Consistently surpassed sales quotas in retail clothing and house wares departments.

. Coled voter drive and personally persuaded 2000 citizens to sign the petition in support of placing a
community improvement initiative on the ballot.

Organization and Customer Service

. Resolved wide range of customer problems by applying diplomacy and assertiveness. Issues included deliv
delays, fee and budget problems, and in-flight problems.

. Organized logistics for speaking engagements and investment seminars including locatiomg, sadting,
literature, speakers and travel.

. Maintained extensive financial records regarding individual and corporate clients.

« Collected overdue or unbilled fees by thoroughly auditing billing records and persevering in telephone
collection follow-ups.

Work Experience

Office Manager/Bookkeeper United States Navy San Francisco, CA 2016 to Present
Office Manager/Bookkeeper Grothe & Associates San Francisco, CA 2006 to 2016
Self-Employed Philippine Import Sales Bay Area, CA 2004 to 2006
Self-employed New-Life Vitamin Sales Bay Area, CA 2000 to 2004
International Flight Attendant Transamerica Airline Oakland, CA 1995 to 2000
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Sample Chronological Résumé

John Chapton
1047 Cherry Street
Middleville, ID 83700
208.555.1640
jchapton@yahoo.com

Objective: Sales/Marketing Director with Micron Technology

Summary of Qualifications
« Recognized as sales and marketing professional with extensive experience.
. Demonstrated ability to motivate sales force and increase sales.
« Skilled in developing advertising campaigns and sales promotions.
« Good understanding of Microsoft Office.
Professional Experience

Assistant to the Marketing Director (2003 to Present)
Colonial Kitchens, Inc.
Columbus, ID.

* Supervised staff of 10 covering operations in three states.

* Introduced new marketing techniques and set-up training program for key staff to develop and implement new
procedures.

* Developed promotional campaign, including yearly contest for naming new product styles.
* Created successful advertising campaign using radio and print media.
* Increased annual sales an average of 30% in all market territories.

Sales Director(2001 to 2003)
Pots and Pans, Inc.
Memphis, TN.

* Supervised sales staff in 15 outlets statewide.
* Increased annual sales 22% and profits 9%.
* Developed training programs and yearly goals for outlet managers.

* Promoted good will by representing firm at community events, Chamber of Commerce, and charitable
organization events.

Sales Manage(1995 to 2001)
Nickel and Dime's Department Store
Kile, ID.

* Managed Hardware and Kitchenware Departments, supervised 13 sales personnel

* Ensured suitable display of merchandise on selling floor

* Analyzed trends and ensured availability of best-selling items

* Controlled inventory for two departments

* Directed changeover from manual to computer billing and inventory control
Education

Bachelor of Arts in Marketing
Idaho State UniversityPocotello, ID.
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Cover Letter/Letter of Explanation

Cover L etter

Employers today like to read a letter of introduction (or cover letter), when they review a resume. A cover let
should tell the employer what position you are interested in and why you think you are qualified for th
position.

Some information in your cover letter may also be in your resume, but overlapping information emphasizes
your skills and characteristics.

Be aure to include your contact iofmation. Hae your name and address, phone number and email address at
the top of the page using the same heading you useslionegume.

It is a good idedo crede a leterhead wih your name and ontact information, so your paperwork looks like a
professionbpackage.

There are two general typef cover leters, but you will find the example in this section to be the best one.

. Application Letter: This type of cover letterespond to a known job opéng. It indicates the job you
are applying for (by exact title) and where yeamed of theposition.

. Prospecting Letter: This type of cover letter inguas alout possble positiors. You stde your specift
job objective and how youcanbenefit the employer.

Whichever type of cover letter you use, you want to address gpgecdic person by name anitl¢ if possible.
(If you are responding to an ad|ldhe company and try to agl the name of the person doing the hiring).

Keys to Writing a Good Cover L etter

. Creae a leterhead wih your name and ontact informaton, usingit on your paperark to crede a
professionbpackage.

. Do not design a general letteand sendt to eery potertial employer.Target your letter to a specific job.
Indicate where you learned of thgosition and the title of the job.

. Keaq it brief and to the point. Beuse to include your contact information. Haveuyname and addres
at the top of the page the same as is on your resume.

. Gothrough the ad line by lsmard write on a skd of pape every requiement. Opposite every
requirement, write down everything relevant from your school or work experience that relates to the
requirements of the job

. Tell the employer which position you are interested in and why you think you are qualified for th
position.

. Some information in your cover letter may also be on your resume,dist@K. Proofread your cover
letter carefully, check for spelling, grammar, and punctuation errors. Ask another person to proofreac
before you print or send it.

REMEMBER . .. THE COVER LETTER MUST MAKE A GOOD FIRST IMPRESSION
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Sample Cover Letter/Letter of Explanation

Roberto Johnson
1212 Jobsearch Lane
Boise, Idaho 80000
208.555.1212
Roberto.Johnson@gmail.com

November 9, 2017

Bill H. Manager

Best Jobs, Inc.

1234 Great Location Avenue
Boise, Idaho 80001

Dear Mr. Manager:

It’s exciting to apply for the Customer Service Representative position you have wibtekde Idaho Department of
Labor.

I am particularly interested that you are looking for someone who has custamiee £xperience along with the proven
ability to multi-task. With my extensive experience working in an office enwieon that focused strongly on customer
service, | am able to multi-task, remain flexible to change, and address thesvaeeds of customers. In addition, my
goal has been to focus on tracking sales data and understand the importanggadhintpiaccurate sales records. In
addition, my past work experience demonstrates my loyalty and commitment to anigbavill translate into a committed
relationship with your organization.

It is also important for me to let you know | have a felony conviction. My ctioni was for_(TITLE/NAME OF
OFFENSE) on DATE OF CONVICTIONMonth and Year). (If more than one conviction, only list the most recent
conviction in this letter). My goal is to be forthright and honest in discussing this matter with yus.ekperience has
helped me to realize the value of a positive lifestyle and become committed eostieating that | will be a reliable
employee who can contribute to your company’s success. Because of the confidentiality of the above information, and my
embarrassment over my past mistake, I’d like to meet with you so we can talk about the particular steps my life has taken
to better understand what it takes to be on the right track, and explain the spéaificsonviction. | regret the choicés
have made and have taken responsibility for my past actions. Since my conviction(ligignasitive things such as
relevant courses completed, new skills obtained, do not abbreviate, use course/class Jitles

Should you consider me for the position, there are incentives your company may foemefi he Idaho Department of
Labor may, at no cost to you, post a $5,000.00 fidelity bond with you on my behalf. In adti&idRSt offers a tax
credit of up to $2,400.00 to employers who hire ex-offenders. Both of these sencemt/és to employers to hire
qualified individuals with criminal backgrounds, like myself.

Thank you for your time and consideration. | look forward to meeting with you soon.

Sincerely,

Your Signature
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Interview Tips

Before the Interview

Research the companyln today’s world, most companies have a website. If it has a website, study it. Read
company literature, talk to people familiar with the company, and observe workplace dress, attitudes &
company culture.

Navigate Find out where the company is located and how to get there. Allow extra traveling time in case the
are delays beyond your control. Take time for a trial run.

Write down important information . Write down the date of your appointment, the name, address and phon
number of the company, and the name of the person with whom you will be meeting (if you know it). Keep tl
information with you.

Take your portfolio. Your portfolio needs to include copies of your résumé, certificates, letters of
recommendation, references, and samples of your work. Bring a pen and notebook.

Dress for successDouble check your appearance. Your clothes should be clean, pressed and appropriate
the interview.

The rule is to wear “one step above” what others in the company are wearing. Neutral colors such as black,
brown, grey or navy are best. Appropriate shoes are important.

Go alone and be punctuallt’s your interview - go alone. Arrive 10 to 15 minutes early. Cordially let the
receptionist know who you are and who you wish to see.

During the Interview

e Be yourself You got the interview because of your skills.

e Present yourself in a friendly, straightforward and confident manner.

e When introduced to the interviewer,shake hands if it seems appropriate, and smile.

e Make yourself comfortable and retain your poi®.

e Place your purse or other personal items on the floor next to your chair.

e Be diplomatic. Do not argue or tell the employer your troubles.

e Refrain from jokes or gossip Use proper grammar and avoid slang such as “okay” and “yeah.”
e Maintain eye contact and be aware of body language.

e Be agood listener

e Be enthusiastic.

Tedniquesfor Explaining Pag Mistakes
It is extremely important to be very selectivedetiding wha language to wwhen desaibing your past
indisaetion.

Be \ery brief when describing your mistake (usualf one oncise €nenceis adequate-do not go into great
detail). Take time to pract yourarnswer wih a WorkforceConsultarnt or someone wh hiring experernce.

Above all . ..
BE HONEST!!I
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Use the Sin- Suffer — Repent Model

The best way

to answer questions is to always useSihe Sufer, and Repent model for anypast

mistakes you have made:

SIN!

SUFFER!

REPENT!

Admit you nace a msiake.

“I was let go for being taly three times in athree morth period."
Explain thenegative sitdion.

"My car was unreliable; it needed repaiand a new battery."
Explain whatand why this is not a problenanymore.

"It has been vey difficult to pay for these thingwhile unemplogd but |
managed. have a nev batery, and the cathas never runbeter. | can aaure you, |
will never be targ again after this experience

OR

"I have a febny convidion and spent time at the &&orectiond Facility. | wert throuch
a periodin my past when | made terrible choiceand ran wih the wrong crowd. | exved
my time and leaned many things about myself in the pocess.”

OR

“I have grown to undersind how wrong my behavior was. Now, | look forward to proving
myself to my family, co-workers, comnmunity, and to you ny employer.”

Employers usudly do not wart or need the detais. They simply vant to know you are
hirable and wil makethem mong.

Another approach is to explain siakes by what is calldthe “Sandwich Method”. This isan approeh
wherein youbegin your answer wh a positi\e statement; befl y mertion the negativeituation;thenerd

using another
POSITIVE:

positive statement.

"l think mistakes can ke hugely inportantin definingwho we areas pegple and in teaching
us valuable lessos we'll carry with us for thered of ourlives.”

NEGATIVE: "l was fired fortheft of company property"

POSITIVE:

"This experience waa wake-up ch for me. Ihad to take a harddok atmy uracceptable
behavior ad make a decision to changey life, which | did. I've edizedhow important it
is that acompary can trust its employs and Iwill never ggoardize my integritpr my
employer ever again.

Disaussng Your Conviction Record

Be aware that the law prohibits felons from holding some types of jobs. Howearer atie many jobs
available for offenders. Remember . . . it is most important to tell the truth.

For many just out

of prison the most difficult part is facing the question on theatlic’'Have you ever

been convicted of a felony?" Let's say the employer needs someone witngogy and skills. They say, "l
see that you checked 'yes' on the felony question. Can you please tell me about that”? What will you say?

When you find thi
get screened out
comes back, you

S question on job applications, you might wonder how to answer.plyoyes," you may
of a job interview. If you put "no," you might get the job, but tkedackground check
will find yourself out of a job because you have misrepgentself.
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We suggest you put "will discuss in interview". If nothing else you may get thigen thinking about what
you have to say and at least you will get your foot in the door and have the afipadsell yoursdl

Conviction Response Ste@ment
Comfort the_ Employer

Let them know wur offense did nohgopen onthe job. For example;Yes, | was convtted of a
felony, but it was not job relagd”

If your felony was job related, you maneed to get individuassstanceto addrssthis.

Own It

“There was a time tven | was making sombad choice and was conwted of (indicate what the
offerse wasy’

Do not add wha degee it was or any other modifers and do not go ito detal regarding your
offense.

If you hare more than one offse address that by sayig “I have more than ondelony
conviction,but my mast recent offenseis . . .

Positives

“l thought a lotabout where m life was going and | decided to make some chatrige

Now is the time totak about vha you have accomgished site your conviction, such @educaton,
treamernt, previous employnen, hard skilk, etc.

Encourage the Emploer

“l am a good workeand | wart to work, | just need an opportutyi to prove my skil.”
Tell them that you wart the job!

Inform the potential employer you are on probation and thatryprobation office may be calling
them or visiting with them in the near future upon emplestmT his gives the employer a heads up
ard an undestanding of whato expect.

Some emplogrs may not have ever hied someone wth a felony convictiorand honesty will help
themdecide totake a chaoe on you.

It isOK to tdl them if youare on parole oprobaion. Use ths as a positive site having this job
means rare to you than it nght to other co-varkers.

If you messup, the conequernces are greater and you could go back to prison. d@initely do not
wart tha.

Make sure that you look the interviewetrthe eyes anfbcus onthe lesson yohave learned. Do
nat look down at the groundiven youare discussing this.

Appear confident of your change

Page 37 of 158



Page 38 of 158



Communicate Your Best Attitude

. Sit straight and relatively still. Avoid distractive wiggling or jigglirg of your hand or legs or tapping
and dicking of a pen.

« Fold your hands comfotably in your lap or ontop of you résumé matials. Do not aoss yourams
over your dest (makes you appedisagrealle) or speal them acossthe back of the chair or @auch
(makes you appedno relaxed odisinteested)

. Ask questionsif you do not undestand something.

« Show reserved confiderce Let the inerviewer start the dialogue. sten arefully.
« Avoid interr upting, even if the interviewer dos most of the talking.

. Maintain good eye contact.

. Bepositive and upbeat in gur remarks.

. Avoid complaining about apreviows job or employer. Wethe or not your renarks are true, you
won't appeaprofessional if you "harp" on teesubjects.

« Avoid criticizing or disageeing with the interviewer.

. Tell the employe about your skills. If you dort, no one edewill! Do not makethe employer
work harder than you duringdlmterview.

« Welcome dl questions and give diret honest answers. Take your tire. Develop theamswer in
your headbefore you respond.

. Tryto plan ahead for tough questions Before the interviey, be sure to practicemswers to questions
you think to may be asked.

Communicate Your Best Image by Finishing Strong

. Don't overstay your time.
. If you want the job . .. sayso.

. Summarize why you are qualified for the job. This is the time tetat strengths and qualés you
mayhave forgotten t@mphasize eéer.

« Thank the interviewer for his or her time and interest
. Extend your hand for a firm- parting handshake.

. Be proactive in yaur follow-up. Ask how you vill be natified or arrange to call the
employerto lean theirdecisian.

. Send thank-you letters or noteswithin 24 hours. Send a note to eagersm with whom you
interviewel.
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Reasons Employers Givefor Not Hiring an Applicant

. Sarcastic or dekrsiveresponses

« Boastful or "know it all" attitude

. Overagyressive or high-presse type

« Makesexcussor lies aboutinfavorable facsin record
. Seemsunprepared for imview

. Poor grooming or personal appearan

« Immaure or ill-mannered behavior

« Speaks negatively obfmer co-vorkers, school, or other pople
« Lazy or low onenrergy

. Talks about pemal problems

. Ralicd idess - -politics, religion, tess,lifestyle, etc.

. Seemsoverly coneemed about salgrand benefits

« Showsno interetin compary or job

« Undecided - appmsto rely on othes to maketheir decisons
. Doesn't gakany questons alout the job

« Poor vwork history - a "job hopper

. Fals to make goodye contact

« Limp handsake

. Lack of confderce - poor peture, shy

« Unale to take criticism

. Appeasto have trouble getting dong with others

Special Requirement for City, State and Federal Jobs
When applying for City, State, and Federal Jobs use the required KSA format described below.

Knowledge-Skills-Abilities (KSA)

A KSA is a series of narrative statements that are required when applying to City, State, andjdtedera
openings. KSA‘s are used to determine, along with résumés, who the applicants are that will be scheduled for

an interview when several candidates qualify for a job. It is important to prepare for this type of interview.

KSA’s are brief and focused essays about one’s career and educational background that presumably qualify one

to perform the duties of the position being applied for. A KSA is a concise essay about one’s talent, expertise,
related experience, (work, education, and volunteer activities) and accomplishments. Most government-hir
officials look for a short, crisp, and clear KSA that emphasizes results or accomplishments obtained in previc
work. Whenever you can, attempt to quantify any answer.

KSA'’s are scored based on a scale from 1 to 100. Job applicants must score above 70 to be considered fol
position. Scores are derived through answering the KSA question as specifically as possible, and provid
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examples from previous employment or training that clearly demonstrates you meet the qualifications. Mc
government entities or agencies will require an application (online) to accompany the KSA.

KSA - The attributes required to perform a job and are generally demonstrated through qualifying service,
education, or training.

. List of special qualifications and personal attributes that you need to have for a particular job (job
skills). Measure the qualities and factors that will set a candidate apart from the others.

. Draw from your past experiences (say what you did and describe it). Use the best examples that matc
what is required for the position.

. Example: Ability to communicate looks at duties/responsibilities and determines what this requires
you to write, i.e— grants, correspondence, etc.
. Show specific past experiences when writing things required for the job.
Knowledge A body of information applied directly to performance of a function.
. Persons range of information. Organized body of information. Can be factual or procedural.
. Information applied directly to the performance of a job function.
Skills: An observable.competence to perform a learned psychomotor act.

. Practice competencies. Verbal: mental manipulation of data or other information. Used to measure
performances. Testing, typing, math, decimals, editing.

. Universal work skills: job, soft, hard, transferable, functional, self-management, communication,
analytical, technical (computers).
Abilities: The competence to perform an observable behavior or a behavior that results in an observable proc
. Talents, power, ability to perform an observable activity at the present time. Activities, behaviors
that are similar to those required on the job.
. KSA questions are weighted differently
. Mandatory and desirable. Focus the most effort on the more heavily weighted KSA or the mandato

guestion

. Address each question as though there are different people reading each answer. Cross-over your
information.

. It must be job-related statement and cannot pertain to anything that does not pertain to a total job
description.

Hints to Follow: Read duty description in vacancy announcement, and address the qualifications for each KS
carefully.
« Use action verbs and complete sentercegt bulleted answers like with a résumé. Be specific and
precise.

« Get to the point. Don’t ramble. Use lots of examples. State specifically what you have done. Use
clear, plain language. Don’t use words from the position description.

Writing your KSA
. Read the KSA very closely. Make sure you understand what they are asking.

. Review your experiences you have had and look for things that relate to the questions. Use old
applications, letters, and job descriptions.

« Analyze the experiences you have identified. Concentrate on things that really matter in what you
do/have done.

. Show the facts you are using, relate to the individual KSA.

. Write them clearly, the link between your experiences and the KSA. Get information through:
training sessions, Internet searches, and consulting services
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Summary

« Don‘t assume reviewer will pull information out of your application. Usually tells you how many
pages they will accept. All jobs, both full and part time have as much significance as the other.

Thank You Letters

Writing a thank you letter allows you the opportunity to share your reflections from the interview including

topics that were discussed and your decision to accept the job if it is offered to you.

If you do not want the job, it is still important write a short thank you letter stating that you wish to withdraw

your application.

If you do want the job, restate the qualifications and skills you possess related to the requirements of the

position and culture of the company. Send your thank you letter within a day of your interview.
Sample Thank You Letter

Roberto Johnson
1212 Jobsearch Lane
Boise, Idaho 80000
208.555.1212
Roberto.Johnson@gmail.com

September 1, 2017

Alex Wikstrom

Sun Dog Manufacturing
123 Swiggum Street
Boise, ID 83709

Dear Mr. Wikstrom:

Thank you for taking the time to meet with me about the Shipping Manager job opening
yesterday. I appreciate the opportunity to interview for this position.

Upon reflection, I believe I am a good f{it for the Shipping Manager position and also for the
company. I bring four years’ experience in shipping and receiving and am familiar with nearly all
of the tools you showed me. I learn quickly and will be able to master each of the computer
shipping programs easily. My personality is well-suited to accommodate the variety of
employees who will bring items to be shipped, and also the freight handlers that I will interface
with.

Thank you for listening to me describe my past and what I have learned from my incarceration.
Be assured that I have reflected upon, learned from, and moved beyond all types of criminal
behavior. I am ready and willing to be a reliable benefit to Sun Dog Manufacturing.

I'm very interested in working with you and your team. I am a dedicated worker and can commit
to supporting Sun Dog Manufacturing well into the future. Please feel free to contact me if you
would like further information. My cell phone number is 605.634.1234.

Thank you again for your time and consideration. I'm looking forward to hearing from you.
Sincerely,

Your Signature Here

Tom Brown




Key Job Search Tips

Résumeés shoulcetsen to apersomnd not to “To Whom It May Concern”

Make the atra effort tofind out the name andlg of the agpropriae person.

If you are asked to serdésuméo Personnel or Human Resous;sendit to the person in charge of the
department for which you want to work.

Though the pemsnnd staff executes the s@ang, the departmeémmanager will likely have the final hirgn
auhority.

Always send a cover letteritly your résumé.

When contating employes, always have a copy obyr résumé with you at the interwe
Whenapplying for a job with an applid¢eon, youmay want to atach your résumé.

Take time to fill ou the whole applicton. Never wite on an application, "See résumé

Give a copy of you résuméo yourrefererces asit provides infomation about you and helps themlitato an
employer abouyour qualficaions.

Talk about your ability to work with a diverse group of people.

Always contact te employer after sending your résumé. Be courtaodsédl your qualficaions

Key Interview Tips

Talk about the benefits of your experience and the relevant expertise you offer.
Speak about the value you would bring to the company.
Discuss your relevant skills.

If you don't have any relevant experience be sure to talk about "transferable skills" from any other work
experiences.

Share stories in the job interview about success in prior assignments.

Always bring extracopies of your £sumé to an iterview.

Key Criminal History Tips

When answering the questions: Have you ever been convicted of a felony? Check “yes” and write, “Will
discuss at interview.”

At the interview share how you have taken responsibility for your actions, what you have learned from the
situation, and how you are different today.

It’s no use mailing résumés or going on interviews if you do not take the time to follow up on your all your efforts.

The first step is follow-up with a thank you note. Either a personal note or an email is appfoptetting the employer
know you appreciated there time. This is not another market straitégjust a common courtesy.
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Social Networking

Know Your Site

Be it LinkedIn, Facebook, Twitter or any other number of web-based social netwopkiligaions, do some
research before deciding which will be the most effective for marketing yourself to empl\Weies.using

multiple applications casts a broad job search net, managing these sites can be time artdnsiag not
generate the results you want.

Send the Right Message

If a potential employer looked at your Facebook account today, would they find information that doesn’t
represent you in a positive or professional manner? What you say to the world about-yamds#dbut others
online will determine what employers assume about you

Target Your Audience

Make the most of your time by identifying the sites that will link you to opportunities that match your
preferences. For example, you can customize your job search preferences and alertwithnkhe Idaho
Department of Labor at labor.idaho.gov/jobseeker. Focus on sites that match your:

. Targeted industries
. Targeted employers

. Skills
. Geographic preferences
o Interests

Typical Rules May Not Apply

The nature of technologytweeting, texting, instant messaging, has streamlined communication through writing
Accurate spelling and grammar are essential to produce a good portfolio and couvdyest message to
potential employers.

Although short and sweet may be the preferred technique when posting your professional infamasdn
based applications, be careful not to sacrifice quality for brevity.

Tweet Wisely

The “30-second elevator speech” you prepared for a job interview must now also be converted into a 140
character tweet if you hope to Twitter your way to a new career.

With such a limited opportunity to market yourself, your professional message must find the perfeet balanc
between appealing and informative. Clear and concise is the key.

Not the Sole Source
Using online networking methods can certainly move your job search to the next level.

Although this method can initially connect you to a broad array of opportunities, idoes not replace
the value of networking in person.
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Fill ng Out an Effective Application

General Information

It is important to understand the role of an aplien. The purpose of an application is to screeum ipto
an interview. It is important to shift your focuswdat you have to offer an employer rather than foaus
on the negatives (poor work history, felony convin{®), lack of experience, or minimal education).

Most employers do not have a lot of time to review a “stack™ of applications. At the initial screening, an
employer will give your application very little timend attention. At initial first glance an employerliwi
review your application for approximately 15 to 3@seds.

Most employers are looking for two things at thispsof the process:
e |Is it Neat?

Can they read your application? Is your applicafilad out in blue or black ink? What physical gleais your
application in? Does it have stains on it? Is rhtor crumpled? Does it smell like perfume or snidbke

e Isit Complete?

Is your application complete? Have you addresseeryevuestion on the application? Never, ever leave
anything blank on an application. If a questionglaet pertain to you answer by writing NA (Not Amalble).

For the applications that have made it throughfitfs¢ screen, the second screen consists of renigihe
employment section. When looking at the employmemtiee an employer is looking for three main
things:

« Recent Work History

« Dates of All Employment Listed (Do you have gaps?)
* Relevant Experience

Are you currently working?If not, when was the last time you worked? If it liee®n more than a year,
you may get screened out. We suggest if you workedewhcarcerated it is important to give yourself
credit for that experience. If done properly an emypl might not even know that you are talking about
your experience while incarcerated. First, know whygon worked for while incarcerated. If you worked
in “Industry” your employer was Correctional Industries. If you worked for the facility, note the employer

as Cl-Boise, or Pocatello. Most community-based leygrs are not aware that the state operates
correctional industries or what CI stands for.

An employer is not expecting to see a perfect empbntmrecord when looking at your dates of
employment. They want to see that at some point yoe lmaade a commitment to a job and/or your
education. To minimize gaps use years, not montB91(2o 2002). Also, you need to think creatively
about your past work experience. Have you ever worked for cash? Were you a “homemaker?” Did you
start a training program or pursue your educatioBGetc.)?

Be sure to fill in the correct dates of employmedfrinployers will check the dates. If you are unsurd, ca
your former employer and they can provide you with th&rmation or you can contact Social Security
and make a request for your Social Security earnimgsmation.

When filling in the worked performed or job dutissction use the entire space given to list yoursskil
accomplishments, and contributions made in your pgastitions. When thinking about your work
performed in prior jobs think about everything tlyau did in that job from the beginning of your shi
the end of your shift.

If you don’t have any relevant experience be sure to list “transferable skills” from other types of work
experiences.
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References

Will employers check your references? If you areutbtm begin a job search expect to have your
references checked. On the average, employers check three references for each candidate. It’s essential to
select the right people and talk to them in advaatweut using them. The people you list should He &b
attest to your performance and your responsibilitseskeep your references as current as possibleat Wh
can a reference say about you? Personal referermesay anything without the risk of being sued.
Professional references or past employers will typicaerify factual information such as dates of
employment, position job duties. A potential emplogan ask your previous employer if they would re -
hire you. Their answer states everything. Ydbey were happy with you. Nethey were not.

Criminal History

We suggest that when answering the question: Have you ever been convicted of a felony? Check “yes”
and write, “Will discuss at interview”. At the interview you can share how you have taken responsibility
for your actions, what you have learned from thaeatibn, and how you are different today.

Physical Record

State what you are capable of doing rather than whatare unable to do. Stay positive. If your phylsica
condition will not impact your ability to do the job, you don’t have to disclose it. If you disclose a past
physical condition that you recover&@®m, state “no longer a problem.”

Reasons for Leaving

It is important to give a positive reason for leayieven if you quit or were let go. Think about wha
happened after you quit or were let go. Did youagyeew job, become a full-time student, or seek an
advancement opportunity/career change? Was the seakonal?

Things to Remember for Completing an Application OnSite

Write down information and dates to complete thpli@ation, rather than trying to remember them and
making mistakes on the application. False inforarabn an application may be grounds for dismissal
even after you have been employed for a length ad.tibon’t use “white-out” or an erasable pen.

What Employers Want To Know About You

You are resourceful You don’t need constant supervision and you work well independently.

You maintain a positive attitude You work well with others.

You are a loyal team memberYou take pride in the company.

You always maintain a professional demeanor

You take pride in your appearance and behaviar

You are easy goingYou’re not arrogant, rude, pushy or moody.

You are a quick learner. You won’t need a lot of time to become productive.
You are a hard worker. You always give 100 percent.

You are dependableYou don’t constantly call in sick or miss work

You are committed You are dedicated to get the job done.
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Understanding Chapter 3: Employment

1: Own it. Take responsibilly for your actions. Show you own up towy behavior. Statearts beginning with placing
blame on someone or somethilse (it wasrit my fault or | ddn’t know) isthe woist thing you can do. Ist sone
ways in which you will talk about your crime in aimterview.

2: How are you going to answethis question: Do you hare a felory conviction?

3: What hae you learned about employm and howare you going to seit?

4: What are your employem goak? How do you plan to accortighthem?

5: Do you hae your résumé othe Departrart of Labor welsite? Everyone shdd have an employrarnt backup
plan What is yours?

6: Take a skill that you hee ard give a PECIFIC example of how you have denstnated this skill. My timesin
interviews they wart you to
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C ommunication skillsare arequired arvival skill in today’s work and personbernvironmerts.
Being a good listener, beingdrdly, and using a calm tone of voice Wget much better resuts
than beiig aggressivand intimidating. Learnthe ats of compromise, negotiation, and
collaboration. Asoa solid grsonal coeé of ethicsis a must.

Ethics — What you do when no oe else is watchirg.

Ethics can belefined as the valisgrelating to human condt with respect to the rightnessand wrongnssof one’s
actions. Underlying componentssaciated wth ethicsard values are;

e empathy
e honesty e confideriality
e compa&son e justice

In respect to your personal life, family, and community, you must accept the choices yomddeend
continue to make on-going good choices. It is in the best interest of your community to have you be
successful contributing member, to be a person of upstanding moral chafRaiee that you truly want to
change your life and break the cycle of returning to prison. Believe in yourself and utilize selfdfadinge

your thinking. Rethink your beliefs and your fundamertdlesystem. Befoe you can make&ny changs you

have to knar what your values are: (maybe theyvJealready changed or tarted to change).

e Wha things were important to me beéor e Wha do Ihave to dfer my family and the
prison? world?

e How are my béefs changing? e Wha resmnsibili ties have | hath my life and
Wha things are impoart to me now? which responsilti ties do lerjoy mos®

o Wha is the most important thing | can do to ® Listyour accompishments

continue chaging for the better?

Strategiesthat carhdp build strong charcter:
e Stay clearand sober- think cleary and behae appopriately

e Learn and remember peopl@ames, usethem

e Have a positive outgoing pensality »

e Stay calm- kegp your tempe under control

e Don‘t gossip What strategy will help me be

e Bepdite—remember mannsr the kind of person | want to be?
e Give oher people the benefit of the doubt

e Don‘t be self-cerdred, oersersitive or opinionated

e Keep thngs in perspective

e Don‘t procrastinge

e Be in the moran, listen-Don’t get lcstin yourself talk
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Answering the questions on the previous pageosld give you a god idea of who you arand where youare
headed. Takéhe things that you valuand that are impoart to youand your secess. Wrie your Misson
Statenert/ personal ade d ethics — take your time and really think about this bemuse it should becomehe
foundationfor how you live your life.

In respect to the workplace you must demonstrate that you care about the job, yourself and your co-
workers. Be on time every day, obey rules, take care of yourself, and have a positive attitude.

SMART Goal:

State a workplace goal:

What do | need to do to make this happen?

SMART Goals

S(pecific)
M(easurable)
Attainable)
R(ealistic)
T(ime bound).

If you value freedom, you will do positive things with your life!
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ehavior dfects every aspect our lives
including problen solving, conflict
maragement, and decision-making.

In order to act ethically, whenever you are faced
with any of these you should ask yourself the
following questions:

Is it legal?
How will it make you fed about yourself?

How will others fed about it?

Would yudoit if som@neelse was
watchingor if they knew abait it?

Does puridea nakesen?

Is it fair to al involved partes?

Will people of authorily approve?
What would pu want your kids to do?

Is it basedon adual fads or a contrved fartasy?

When in doubt, discuss it with someone you trust and not jost@ae who will agree with
you.

Doing the right thing is rtaalways going to be easy, but itlwalways lead to a
feeling d saisfaction andsdf-worth.
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Introducti onto Communication
(or ladk thered)

0 canmunicée is “to shae” or “to participae”. It is the transmission of a message or mmhation by
speaking or writig, giving orexchanging infemation, signals, messagly talk or gedures or writing.

This broad definition include$ody langlage, as wk as, skilk of speaking and writing.

In other words: It could be saidha

Communication is everything!
If you learn to do it welit is an a<t, andf we do not learn to do it welt, can haunt you forever.

Communication is the transmission of information and meaning from one individual or group to anothe
The crucial element in this definition is meaning. There is an old saying:

"You cannot, not communicate."

So, in reality, we are always communicating. The ability to communicate effectivelyirthedted. Most
of us require instruction, practice, supervision, and feedback to develop and improve our communicati
skills.

Communication, whether it is verbal or non-verbal, spoken or written, even when done correctly can fe
awkward and unnatural. Practice will help overcome those feelings. These skills will not only gkt yo
a job, but keep that job as well.

]
Things are worth doing poorly,

until we learn to do them well

In learning these communication skills, we start with the concept that any communication process has f
areas starting with the sender of the message. The sender generates his/her message through diff
channels. A channel is anything, which conveys the message. Some examples might bepppardod
written communication, a phone, or talking for verbal communication. Turning down the lights in a movi
theater would communicate what to the receiver of a message? The receiver is whoever theceives
message.

Sometimes the message is blocked or distorted before or even by the receiver (and possibly even by
sender). These would be referred to as barriers to the communication process.

For our purposes we are looking at communication from two different angles, hard and soft communicati
skills. Hard communication skills include:
e reading

e writing
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Soft communication skillsinclude:
e non-verbal communication,

e para-language,

e listening,

e cultural issues,

e giving and receiving criticism.

Hard Skills of Communication

The focus of the hard communication skills of reading and writing include reading for comprehension ar
writing to be understood. This portion of the manual will assist in the practice of reading with understandir
through the understanding of probation and parole documents.

Writing has been covered earlier in this manual in the Employment section; however, in this section, we w
look at the writing of a memo, and the format for a business letter. Earlier in this manual you learned abc
creating a resume, cover letter and thank you letter. You also learned how to appropriately fill out a j
application. All of which are important hard communication skills.

Written communication is critical in our world. Text messages, road signs, contracts, instructions, formal a
informal business letters are but a few.

We use formal letter writing in our job searches, to contact businesses, to complain about service, or to
request assistance. How we write is as important as what we write clearly. Conveying the meaming of
message is critical. In fact, the acronym, K.I.S.S. is very important in formal business communication.

—
K155

Keep The very thought of writing a "Formal business letter" can be intimidating. It dog
have to be. Remember K.I.S.S. Want an example? Read the following:

I

Shaort and
Simple _ _ _ _
Any statement contained in a document incorporated or deemed to be incorpor:
I — reference herein shall be deemed to be modified or superseded for purposeg
Prospectus to the extent that a statement contained herein or in any other subs

filed document which also is or is deemed to be incorporated by a reference
modifies or supersedes such statement.

WOW! Make any sense? Nti most people. A good rule-of-thumb is to just use p
English. We will define plain English as any words that are clear and concise.
that others, including you, can understand. Remember foul language is NOT|
English.
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Some examplesf plain English are:

LessFamiliar Simple Alternatives
Words

Ascetain -------------mmmmemmo - » find out
Conceptualize - - oo ___. , See
Encom@ss  --------------mm---o-- » include
Hypothesiz  ---------------------- > gues
MONtOr — -=---m e e oo > che(_k

Option ----=--====--=------------- » choioe
Perpetate  ------------------------ » continue

Can you see the difference?

So, just because you will be writing a formal business letter you do not need to use wol
require you or others to look up their meanings.

Jargon, or terms that are peculiar to any particular activity or profession should be ke
minimum as well as "flowery" terms or cliché's. Cliché's are expressions that have been o
such as, "below the belt" or “first and foremost".

Another important part of the K.I.S.S

process in writing formal business

communication is the "short" part of K.I.S.S. This means, try not to repeat yourself. The
words you use to communicate the better. Here is an example:

Too wordy: The committee members agreed on many of the changes in the rules.
Improved: Committee members agreed on many changes in the rule.

Short, simple and to the point! In addition to K.I.S.S a crucial part of formal business writ
proofreading. Even experienced writers will write and rewrite work. Professional writers oft

write their work several times. Once you develop skills using the computer, "spell-check, cu
and paste" makes most re-writing simple and efficient.

Einstein, a famous scientist once said,

/”,

"Genius is 10% inspiration and 90% “perspiration”
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So, proofreading can be one of the most important steps in your writing process. Be sure to remember that
computer can and does allow mistakes. Here is an example: say you were writing about ordering too m.
parts for a repair job you were doing and in your business letter you wrote: | am returning thesegasts Ibe
ordered to many.

The spell check on your computer would not correct the word “to” because it is a word. It just happens to be the
wrong one. “To” refers to something while “too” means some amount or also. S0 you needo read your
writing as wellasnot depend on the spell-axtkto correct everythig. Ancother trick to proofreading is to read
out loud or better yet, havefdend read it out louds you listen. This isa greatway to catch errors or to
discover ssentence tht may need some changes.

Okay, we aregoing to focus on formal business letteriting. All cover letters shouldollow the formal
business letter format.

Keep the letter brief, usually no more than thieive paragraphs on ONE page. Here is a specificraeut
format thatis easyto foll ow when creating your business letters in Block Format.

We chose block format because it is eag@msseand you do not need to remember thilhge how maw
spaces is prop¢o indent a paragraph. It all gotesthe left margin.

Failure To Communicate?

| just want a \ STOP
Hug! Touching me!

Page 54 of 158



Refer to the following outline to create your avn letter

2 spaces

2 spaces

2 spaces

1 space

1 space

1 space

3 spaces

Now that we hae reviewedthe @mncept of writing a forma letter and covered some tricls proofreading
your letter le’s try thesenew skills out. Below is a busiessletter. The writer nade afew mistakes. They
forgot to proofread it. So,setheoutline provided above asgur guide forthe format of the letter and, bar
with a group or by yourskl proofread this leér and circle or nak the aress needing corection a

improvenen.

Date:

Name you aresendingto
Address you aresendingto
City, State Zip

Dear Mr./ Ns. Jones,

Keepall margims tothe left ofthe page, thus the name "Elods” letter
format. Ths paragraph & yourintroduction {opening)to theletterand &
what your letter is about. Each paragraphs hould hawe at least 2-3
sentences.

The semnd paragraph (body)eoes into more detaik regarding your
concerms, desires or business you hawe with the personyou wrote, Ths &
where you give enoush detaik to communicte your ideas and that the
reader understand the purpmse of your letter. t may take more than one
paragraph to acamplish ths. Be brief but not too briefthat the reader
doss not understand your thoughts.

The third and final paragraph (dming) recaps the reason far the letter and

explairs what your desires arein terms of future corres pondence. Be polite
and always give contact information. Do not forget to thankthem for their
time.

Regards,

Name
Contact information

On a sepata sheet opgper re-wrte the letter showingow it could ke improved
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December 26, 2011

Johnry Smith Jr.
1489 Wet Park Ave.
New York,NY 89901

Mr. Saint Nichola
(A.k.a. Santa Claus)
No. 1 Noth Polke Artic
Circle 00001

Dear Mr. Sarta Claus:

Thank You, Thank ®u, Thank You for i the great peserts you brought to-mesthis year We
al enjoyed themery much. There are only a couple ofrigg that were nd right.

First, | warted a Radio Flyer wagongt a sledand Second, if youemember | alsoskedfor bb
or pellet gun not a silly 8if gun,and | promisednot to shot my sster Saly or her stupid ddl's, or
the neighbow cat either. | kow youare a \ery busyarnd maybe you jst forgot or your filling elf
made a mstake. So [pasende these two requestsrfoext year.

Now the whole naugly or nicedeal, isthat a yalongthing? Or can guys get away

with just part or s of a year? The reasofr asking is because sometimes my sier just ges
on ny nerves and really needs alug onthe am, and Billy at school is always picking on s
younger kids, soif | punch him inthe nose dostha countbad for me?

Soarnyway I‘ll try real hardnot to bebad at all ths year, and hope you Wl undersard if | have to
purch Sally and Billy at least a @uple times. Hope you hae a wonderful ga off, and peasesay
hello to Mis. Claus.

Sincerely:

Johnry Smith Jr.
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nother form of communicatiom the work pace is a Memorasium or otherwise known
as a Memo. Below is an exalapof a templge that 5 availablein most Microsoft Gfice

programs

What does a Memo tenplate look like?
A templaeis a document you can fith and then print or sendagmail.

Memarandum -

[Click here and type name] CC: [Click
here and tye name]

From:  [Click here and type name]

Date:  7/19/2A2

Re: [Click here and tye subject]

How to Use This Memo Template

Sdecttext you would liketo replace,and type your memo. e stylessuch as Heading 1-3 and Body
Text in the Style control on the Forttiag toolbar.

To delete the backgroundeshents—suchasthe crcle, rectangles, oreturn address frames, ck on

the boundary bordeto highight thehandks,and pres®elete. To replace the iure in this template
with a different om, first click on the ptture. Then, on the Insert menu, pdiotPicture, and clk

FromFile. Locate thdolder that cortains the pcture youwant to insert, and then doublelick the

picture.

To save changet® this template for future use, choose SAsdrom the File menu. In thBave
As Typebox, choose Document Template. Nexhdéiyou want to geit, choose New from the
File meru, and themouble<lick your template.
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*= Mail To: Tommytide@yahoo.com
File Edit View Actions Tools Window Help

Jﬁ;ﬁeﬂd 3T Cancel ] address (/) In fo | o —'. E |PA A A A ‘%Spellcheck|l‘i'] ' ‘

Mail l Send Options |

From: v| | Territoads@msn.com cc: |

To: ITommytide@yahUo.com BC: I

Subject: lRe: Product Pickup

o] B ru @ |EzEE s —aR@PL B

Tahoma

Mr. Tide, please be aware that you Toadstool Express Package will be available to pick up anytime after 9:15 am on Thursday. If vee can be of any further service
please contact us through this email or call 800-777-1212.

Have a good day,
Terri Toads
President

Bolding : Raising of your voice
CAPITALIZING: this means immediate
attention

Bolding and Capitalizing : This means that yol
voice is very loud and it is very important
Bolding, CAPITALIZING, And

ENLARGING : This means that you are

yelling / screaming
© = Just kidding

Customer Service Representative

Toadsters. Inc|

| Account: Novell GroupWise

4

E-mail etiquette is very important when communicating with friends, faig in the workplace.
Notice in the email above how a correspondence this way may look. Remeniipéorward

business-related emails to other employees; your boss is not payirgsendtjokes and funny

pictures around.




Reading for Understanding

Use the following exerpt from Prob#on and Peole to answer the queens at the end.

As part of your cadtions, an Idaho Stz Prdoaion/Parole Officer will sugervise youin the canmunity either
on Probation or &ole. The purpseof supervisions for your officer to monitoland enbrce compliancewith
the conditions of gur parole/probation, to protethe communiy by asdsting you in minimizing wur risk to
re-offend, and to asst you in being daw-ahding canmunity member Probator/Parde Officers ®ive &
Officers of the Court awell as Agerts for the Parole Comnsgon. Your Probation/Parole Officer aggied to
you has the following responsibilitis:

Introduction

Instruct you & to the cadtions specified i the Court or the &ole Commsson.

Instruct you & to the canditions of the Ageament of Supervision and aa they mean

Kee informed &to your comgiance with the conditios of your supervision.

Kee informed & to your condict and to rgport your condict to the rtercing Caurt or Parole Commsson.

Direct you to appopriate rehabilitation, vocatnal, and educational prograsio bring alout improvenerts in
your condict and your situation.

Estallish a cae plan wih you acording to your risk aessnert and ensire that you are complying th
that plan.

Use supervision activities sl as, but nat limited to, verification of employrart, verifying sources of
income, monitoring of your associations, conducting record checks, placing restrictions on your travel, and
testing you for the use of drugs and alcohol.

Impose intermediate sanctions for violations, if necessary or deemed appropriate, which may include
electronic monitoring, increased contacts with your supervising officer, discretionary jail time, additional
terms or conditions, etc.

Assess the problems you may be experiencing such as unemployment, drug and/or alcohol problems,
mental health issues, financial problems, lack of residence, etc. Your officer will develop a plan to address
these issues and will refer you to available community resources to assist you.

Communication

It is esertial tha you undestand the rok of your Probation/Para Officer and that ther profesgonal objective
is to asgst you in sueeesdully completing yur Probation or Parole. Your responiities are ataly outlined
ard specified by the Cout or Paroé Commisson. Ore of the keys to the swesgul completion of supervision
is canmunicaton. Take the responslity of establishing a ansisernt patern of communication with our
supervisig officerand your supervision can be a positiard rewardimg experence
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Who will supervise you?

What services are provided by P & P?

What is the purpose of Supervised Rybation?

Name onekey that leads toward asuccessful probation?

Whose responsibility is 1 to establish a consistent pattern ® communication
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Soft Skills of Communication

In order to conmunicate there must be a sender or a®of informaion, a mesage @ piece of informéon,
and a receiver at the other end. ThenThe receiver intemgts that informaion and returns a message teeth
original sender. Whthen interprésthe recerer's message arslarts the volley of informéon.

The Sender thinks it..
Sends the message (cluttered npise

The Receiver iferprets it...

Then...

The Receiver sendshack for clarifcation or alditional input or in other words a oonunication
interchange or conveation.

Try this: If you heardhe word DOG ... what kind of dog wl
you picture? Describe him/her
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kitchen table top.

Did we communicate?

The dog that comes to mind for me is an eighty-foaund long haired black
Gaman Sheppard that is 3 years old and isadder head aturally rests on té

---Not exactly

Yes, we each picturec dog, but lased on our pas¢éxperiences oour curent houghts, | would

imagine none of you pictured my dog.

|, as the Sende needed to give you more imfoaton or you, & the Receive needed to ask
clarifying guedions so that we wevisualzing thesame dog.

BUT... stuff getsin theway

In the middleof the messgeis

Noise!

Noisecan getin the way of canmunicating any message. A few ardsted below:

Pad experierces

Futureexpectations

Inside your heal thoughts
or conversations

Saunds

The other persds physcd
appearance

Previousexperierces with
this person

Othersopinions about this person

Ladk of understanding of a word or
phrase that was sed

Physicd HearingDifficulties

Corcentrations issues

Background noise

Personal fratration
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If there were a way to bbi out dl the noise surrounding us and inrdweads, communicéion
would bemuchessier. It woud certainly be mag accurate.

Unfortunately, ths is impossble. Sa.. we haveto learn towork aroundt, or at leat think through
it. As youtake ths couisethere will e an extreme amount of na@sehappeningn your head.

It may come from actual physical noise from yourreundingslike you dorm unt, or others
talkingin the day room.

It coud come fom a physical @ability like impared hearing. Many of these timgs can benore
easily diminished byrelocating yoursié to anothe room, wearing ear plugs or ear phaje
however, those thouggin your head arenuchmore difficult to tune out.

Have you ever shwn up to clasand dl of a sudden 15 minutes has gdry and you do no
undersard what the instctor/fecilitatoris talking about or what page you are on?

Most people
have.

It is embamrassng and uneving.

Thouglts onthingsgoing on at home,roon a conversation that tookape yesterday, or evenabout

something that needs tge done in the future - wherever you allow your mind to wonder.

Listening to whatis being said, dcussed a presenteds lostin the noise, thus makingdifficult
to listen
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Write down something you $ed suaessfully to control the noise around you when you tried to
. listen.

Tips:

e Téell your krain to stop,nat out loud of course, gtin your h@d You can control your thoughts.

e Write down thosethings that you aréhinking about and give yourself permission to comeklia them
later.

e Focus on the speaker or some objethe room for a few moerts.

Thesetips workif you pu them ino practice and then you allow yoursdketo listen more effectively without
miscommunication.

Have you eve said...

| hear ya’ | ’m listening | listen all the time
butwhenit comesbhack to undestanding or reding what was said
you did not have aclue?
Most of us have done ihat some time, and wheave do, it usually lads to misconmunicaion and at the

very leasta misundestanding.

SO... How do you incease your ative listening skills?

_ _ Workplacetip: Listening s about the
Listening is the canmunication skill we semost hadest thing to do. It requies a ged ded of
frequently. practiceand being willingto getit wrong,

until you getit right. In orderto do this, ask
clarifying questios to make sre you
understand.
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As seen by pviously listed statistis, communication and
especiallylisteningjs a very importart pat of ourday...

’\ ‘ 45% to be exet ...

It doesnot matterif we are at hane, work or the groery store listening is an inportant
communication skill.

There are numerous reasonwhy it is hard to listenand espeaally actively listen.
e You can thinkfaster than smeone else can speak.
e Most of us speak at theete of about 125 words peminute. Howeverwe have themental capaity to
understand someone speaking at 48@ds pe minute (if that wee possble).
e This difference between speaking speed and thought speeds that when we diten to the awerage
speaker, we're using only 25 percent of owrtiad capaity. We stil have 75 prcent to do something
else with, so ouminds will wancer.

This mears we needo makea real effort tdisten @refully and conertrate more of ourmental capaity on the
act of listening. If we don't concendte,we soon find that our minds have tuned out.

Solet’s practice dittl e.

If you are attending an official class, your instrator will put on
music in the background and it will certainly be loud enough to be
heard sufficiently in the back of the room.

ad a list of items or an article from the
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Stop.. andlisten fa 30 seconsl.. write down what you hegd.

After listening for several mutes you wil be asked to wite down the information you rememben the
spaebelow. Do not write while you arediening.

Next your instructor will reday or reread the samihing they did befae. Agan write down what you
remembewhen hey are finished.

Disaussand/or wrte down how thesewo listening activities differed fnrm eachother? Which wasasier and
why?

*|f you are doing this exercealone, turn on tlkradioand try to read something from &mewspaper or in laook ard arswer the sane questiors.

Workplace tip:

Do nat be afraid to askugstions
to ge the infbormation you ned




Active Listening
Active Listening takeagreda deal of enegy, whichis why we sédom put forth the enegy required to dat.

Thereis a Chinese sybol shown below fa the word Isten. As you can saeis made up of sevd
componery.

ou

Ear

Undivided

' Attention

; ’\“ Heart

If a person is to engage in active listening, it takes all of yoou need to listen to hear words, volume, and
tone. Itincludes your eyes so you can read and interpret non-veesallicincludes your heart to understand
and empathize with the speaker, and an undivided mind to take all tthege in and try to accurately
interpret what is being communicated.

Listening is hard work!

To begn being an active listengre mustfirst uncerstand the fourules d active listening.

The Four Rul esof Active Listening:

e Seek to undestand before you seek to be undsood
e Don’t bejudgmental

e Pay close #@ention to the speaker

e Use silence effectivg

Using accurate terminology and body language to illustrate our ideas in only half of the
communication equation. We must also interpret words and body language of others as
they are offered to us. We must try to resist letting our own personal history decipher their
meaning so we can truly listen.

“Listening to both sides of a story will convince you that there is more to a story than both sides.”
-Frank Tyger
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Seek to understand before you sek to be understood

A

?---P

When we ge&k to undestard rather than be undsood, our mods operand will be
to listen. Often, men weerter into conwersation, ourgod is to ke better understood.
We can bebetter understood, if first we better undestand. With age, maturityard
experence comes sdrce. It is most often a wise person who wslittle or nothing at
the begning of a conersation or listening expasice. Weneed to remember to
collectinformationbefore we dseminde it. We need to know ibefore we sayti

Don’t be judgmental

Listeningdemonstrates a high dege of emotimd intelligence. There is a reason
kids already know wha theadults have to s§.

Once a child knows yu’re judgmertal, there is little reason to ask the question unless tadiont is to argue.
If we speak to anyone abowsies imporart to him or her, v need to avoid sharing our judgnh urtil we
have learnedheir judgnent. This enpahetic behavior s anindicator of emotionaintelligerce.

Pay close attention to the speaker

The Chinesesymbol nmertioned earlier conbes numeros aspects into $tening.
Receives must egecially usetheir eyes ard their abilty to day focused orthe
speder. It is vital that you pay clese attention to a spealkernon-verbal
communication ales as wel as the tone in their voice, &position of their bog
ard not justthe wordg they say if you are to sueed as an active Isterer.

In most listening siti@ions people useye contat to affirm you are Btenng. The speaker maintaingee
contact to be surethe listener or Isterers are paying atention. BUT, ge contat can also be a form of
aggression, of trying to show dominance, and of forcing ssdbmaibehavior. We should beretul how we
useit when listenng.

The listerer can pick up clues using #heir £nsesto deemine sincerity, intelj and perenality. Listerers
can also snd messages to speakesusing body language. Positive feedk&s an endorphin reéaser forthe
giverand the nder.

O.A.R.S. — Careful communication is critical in situations of conflict or opposing poii
view. Remember these tools to find ways to work through programs:

askOpen-ended question

offer Affirmations

participate inReflective listeningand
provideSupport.

This can be difficult in tense situations, but will reap priceless benefits.

“When you find yourself in deep water, use your OARS.” -Ron Schafter
|
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Use slence dfectively

The find rule for active listeningsito effectively use silence. Often a tryl revealirg momert is never
undestood because of an untimely interruption. Some of theekt polce interrogatos, counsebrs,
teachersand parems leam nore by maintaining séncethan by asking questins. As an active Istener,
silerceis a \ery valuable tool.

DO NOT interr upt unless absolutelynecessary.

Silence can be awkward, even péih We feel we need to fill th
empy air. Often tims it is more painful for a speaker than far
listerer. If someone is speakingnd we wart him or her to
continue talking, we do rointerrug. Rather, we do provide
' positive feedback using body language, eyatact,and non-word
sounds like "umh, huh". Shceis indead gdden especiayl when
used to gdter information as a $iterer.

Read the following paragraph out loucheh amswer the following cuestions
without rereading ordeing the paragraph again.

Ms. Sarah werks inabuilding nextto the city fourtain. She is in need of a taki order to geto the airport on
time to go to Chicago. Heridht leaves in 1 Y2 how, so she grals bath her briefcas® runs down three fligls
of steps and ges into the cab. When she @ut she spil her puselosing some of her coired finally gives
atip to thedriver.

1. The storyhas only one chaacter?
»

2. The taxi horn was working well?

h

3. Sheworks on the 4t floor?

4. The worker was aman?

5. She lestall of her change?
69|Page



*For those working alone, do the same activity with either the TV pdayinlistening to talk radio.
Split into groups of 2 or 3 and haveeryone speak at the same time for hate. Using the
space below, hawesch person writedown what the others said.

Next, take tuns talking andlistening. After dl in the group have had a cltarto tdk for about a minte each,
write down what you remember from el persa’s turn sgaking.

What dd you learn fromthe other peple about themsehsg each otherand about canmunication?
Discussthisin your group and be prepaed totalk aboutthis with other groups.

Active Listening is something that takesaztice, pratice, and practice The only way taet betteris to
JUSTDO IT!

Remember the fst rule of listening:
Sedk to understand before you seek to édunderstood

Speaking We smé for numerous reasons. ammm —
To get our ideas awss,to give drections, ==  — >
to have congrsaion,to instruct, T —

to expresour fedings a even :
just to hear yourselveadk.
Eadier in this unt we looked at the communication model w a Redeowever, we did not

talk much about howwe speak o how our words and non-verbal comunicdions are ingpreted Did you
know that of communication?

o9

Words make up 7%,
Visud 55%, and
Emaiond Tone 38%

Except for thewordsthe restis non-verb& Nonverbal conmunicationmeans sending mesgas without
words.We do this through a viaty of ways.
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Disaussor write down what theedifferenttypes of non-verbd
communicéion techniques communida others

| ‘ 2]
® Eyes 1 Face  ¢% Time ‘Hair Meody

X

an ) i i R .
iy Posture ﬁGestures ﬁ Behavior A Clothing "= cosmetics

P Accessories [ ﬂ p— .7
- - , ¥
K50 voice BN place  OF

Now think about what these thingssay about you when you:
(Or, recdl a time when youid these things)

e Gofor ajob interview..

e Meet a co-worker for the fttime...

e Visit your parde officer ...

e Meet with an attmey regarding custody
rightsfor your childre...

e DisaussPre-Releseplans with pur case
manage...

e Tryto ask someone for help orettions...

e Meet the manager ofoyr new
apartmert/living situation...
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1. What first 2. What first

impression did impression did
you give? you want to
give?

3. Did you give the impression you wanted? Why not?

4. What could you have changed that may have made a difference in the
first impression you gave?

There are alsoverbal and non-verbal listening responses thatwe as speakers rely on
to help detemine if we $ould continue the conversation.

(All of the reporseslistedbdow give the speakguermisson to ke going)

Verbal Listening Regponses Non-verbal
Responses:

Definitely Not good. Nod

Wow! Well... Eye contat

That's nea Hmm. Smile

Interesting. I don’t know.

Is that right? No way!

Oh?

A pauwsein your verbal delivery of infianation will tell the other prsonit is OK torespond.

What happnrsif youwant to say something while the other persospealkng?
WAIT !... Hold it .... Hold it...

There will be apawsewhere you can rgan control of the conersaion. Wait for the person to take a dieer
trail off. But remamber howit feds when soneane interupts you. It doesrit fed goodand it is usually qute
annoying. Be caosiderate and thoghtful of the oher person. You wllget your turn to air your thoudbor give

your feedback.
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What if you, asthe Receiver neet stopthe mnversationand move on wih what you vere doing?

In order to pofessionally $op a conversabin, wait your turn and politef excuse yourself, or explainhat this
is not a good time. Then schedule a time thailavbe converent for bath parties.

This may sound digspectful or werd; howe\er, it tells the individual that the are important enough to
schedule a time to ed. It tell s them that Wa they have to say$important. Most folks will undestand ard be
happy to reschedde abetter time when they canave your undvided atertion. Be polite; remember you could
bethe seer atany given time. Alsohow would you wart to be nterruped?

We have reviewed the fundamals of the communication rpcess, some of the fineiddails of active
listening,and skimmedthe surfze of speakig. Let’s take a look atapplying them toour everyday life.

Demonstrate ability to effedively communicae with others using basic conmunication skills

e Use stablishedules for grammar, word usage, spellingnd ssnternce constuction.

o How you present yourfeaeallymakes a dfferencein how peoge treat you.

e Clarfy types of messages received through paragdhg (restating what was sd in your own words),
showing empathy, intergting both verbal and nonerbal informadion, and qustioning skills.

o Make sure you understand thessage thais being presented. The cost of not getttngght is
too great not to.

e Relate to people of diffent ages, abilities, racial, ethigity, education levie personalitis, gencers,
cultures, and behavioral styde

o Ewery person brings experienceyrses, information and perspective to any given sttoa.
Listen and you may learn a great deal.

e Communicate grsonal dings, neads, and ié&as corstructively.

o You work and inteact with people. Even soeone you do norespect can hae valuable
input, even if you do not likg.

e Demonstate how to give antbke good instuctions and develop stegjes to unérstand given
instructions.

o In any job, being able ttake instructionis vital and in somgobs it can save youtife. Be
diligent in aging for clarifi cationif you do not undestand. When iying instuctions, pretendt
is the first time you ever heard it, and be specificoud cost you and your company a epat
ded if you getit wrong.

e Distinguish between gave, assrtive, and ggressive conmunication styles and idéfy these types of
responses to aumber ofsituations.

o By using your activdistening sills you can help detminewhat an appopriateresponsemay
be to a given situ#on.

Rec@nizeandrespect the personélkes and communicatiatyles of others in the cés.

o People tend taespond in ways that are natural for them. However thig na be whatis
natural for you. Give otherggce whent comes tothings that anoy you. Alow them tathink
andrespond differetly than you. ksten with empatly and undestanding andyou never know
you just learn a thing or two.

g

Source: Porte P. A. & Grant, M. (1992 Comnunicating effectively in Entish: Oral commnication for nonpative peakers. 2d. ed).
Belmont, CA: Wadsworth Publishin@ompany




Giving Constructive Criticism
When delivered wh resped, dignity, and positive reinforcerart,
corstructive citicismcan be a learning proge

Criticism given to coworkers, family, @ friends d need to be
delivered with the other persan mind. Rememberit is for the
betement of the comgny, the indvidual and for the dationship.
You can give cosiructive criticism f@& numerous reasan They
include:

¢ Reinforce Value: Instead of cticizing an employee forrpcrastinging, you can give
constuctive citicismby saying thatils inputto the projectis valuedand remind im of
the ceadine.
e Freshldeas Give citicismalong with a slition
e Ask for an Opinion: this will kegp feedbak mativationd
e For Future Progress Present gticismin the form of a sadwich.
o Start wih something donevell, then somethingp correct, ending with smething
else done well.
e Respect FeelingsYou are dealing with people and pdefave edings. Deliver
criticism how you wold want crticismdelivered to you.
e Reflect Take time taeflect on what was said.
o Take citicismand turrit around, so that you can benefdrh it, nat beat yoursié
up over it.
If it is nat true, get overti
Learn to differetiate betveen constuctive citicismand verbal abuse.

Takeit as a learning tool. :“
Don‘t resert saneone becasethey criticize you, hey are usually justrying to —

help. Z‘;‘
Teamwork and Problem Solving Z v

The workforce as a whole does nobmote the‘Lone Ranger’ any longer. It is nowlhabout the team. The
team makes decisions on the quadigions needed for the pason and who g interviewed based from
applicdions andresumnes. They then deide whom to hire and whehdy start. After hiring, indviduds will
find themselves part of a work team at the very least. Even &ébee [geole have a team beside themoyiding
prodwct and morale suppbiSo teams are vergniportantin the work force.

o O O O

There are three types of teamhe Functiod Team, the €CossFundiond Tean, and theMultifunction Tean - all work
with Dr. Bruce Tucknars‘mode of team/igoup development.

In a functional temn, the team redts are the mstimportani. A cross fuitional team is a goup of peofe with differert
functiond expertise workingtoward a conmon god A muliti-function teamis composed of members i varied but
complimentary experierce, qualificatons, and sKls that contrbute to the achievement of therganizdion's specific
objectivesNo matterwhat the ean pumpaose, almatal jobsrequire ha you work wih a ean.
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According to Dr. Tekman, there are 4ages that a team or group go through.dtils Eorming a kind of the
honeymoon phase.eBple get bgether and are nice to each other and listen toeach other. hey usually lee
their thougls to themselves, agreeingut loud, and disageing under thie breatts.

Tuckman's second stagesi Starming. This is wherthe individuals in the group begto jockey for paosition.
This iswhen disagreeants are likely to happen. Thedo not know each other wél enough to trust each other
yet, norhave theyput in enough time to agree to disagee® moveon. These disagreerarnts may be over
organizaéion, individua duties, product, or even when a teaneds.

Stage 3 isNorming. This is when the ean beginsto take shape. Tiey are willing to disaussthings, hea eah
other’s opinions, and then maybe evehangetheir minds on directons and possibilitis.

In Stage 4, the team moves tBerforming. The group works like a Wleoiled machne They bource ideas off
eah other; hey pick up the slack foeach other in order to saceed and the sum of the whole becomeschu
greater thamhe individuak. This is whentihums. The teams at its maximum efficiency.

Back in the second stage $forming many different typesf TeamRoesmay come ito play:

e The Leader typically sets tla@enda and helps theaup make progress.

e The Encourager is the person whegres participation and helps get everyoe&'s opinions heard.

e The Taskmaster makesrstihegroup staysocused oneaching their goal.

e The Critic questions thesumptions expressed and tremdions that are made.

e The Recorder not only takes notetheword suggests but keefraickof all the unwritteraciviti esas
well.

e The Comic Relief is the person who is gatdgi eving tension.

An effective team shares leadershi, rotates teamroles,staysfocusedand works for the common
good

Read more: http://www.businessdictionary.com/definition/multidisciplinary-team.iatoG2qPHB

Problem Solving
There are some basic step$dibow when looking at problem $ang.

e Identify and analyze the ¢ Implement the plan
problem e Consider possible solutions
e Choose the best plan e Observe, evaluate and adjust

e Collect and analyze data
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In addtion to problem sking seps, you may find yoursdf in some needfoaddtional aids or tols such as
brainstorming, compromiseand consensus.

Brainstormingis a group technique that allows for tmeximum amount of ideasn the shortetamount oftime.
There are nmerous brainstorming techniques that carelused but asolhg as you receivellaoffers and
suggstions equally, whout judgmet it shoud be good.

Compromisds arother way to solve a prédm; it is wheneach side gives up something in order tawamplish
a goad

Then you have coessus. Conersus brings the grouploser to a win/win dation. Thegroup acepts and
suppotsa decision thas adopted bylamembes.

When a group goes through storming phase entioned above, there are some taghes that can be used that

will hep to mamage conflict.Conflict may come in the form of suething relatively simple,to something that
can take weks toresdve. Below are a fewteps thamay hdp in managing conflict:

Know when to inervene

e Addressthe conflict

e Idertify the sources and the importance of the
conflict

e Idertify possble soluions
e Develop an eceptabde soluion

e Implement and evaluate

Every action and intention has an effeabn us as well as others. Through negative feelings
we radiate negativity, and in this way the negative energy grows. When we choose to feel gre
we radiate love and positivity. When we offer encouraging vibeseceive them...and the
positive energy grows! Smile!

“Everything you are against weakens you. Everything you are for empowers you.”

-Dr. Wayne Dyer
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There areseveral ways for anindividual to behave/deal with conflict.
Whenyou are choosing a cordtimanagement style you nedto ask yourself two quesins?

How important is the issue, and how important is the relationship?

The answer$o these two questions lividetermine wht type of confict style you choseto resolve thegaue.
Take a lookatthe illustration listed below. There are 5 conflict esgb choose from. Tleyinclude Controlling,
Collaborator, Compromising, Accommodating and Avoiding.

When relationship is high, but the issue is rstcommodatingis your bestchoice. This style indicates a
willingnessto meet the needs of othexsthe experseof the person’ own needs.

If the relatonship is high and thesaue is importan, then Collaborating is a good option. People who lean
towards acoll aborative style tryo meet tle needs of all folks involved.

When the Issue and the relationship are both low tamiding is not such a bad idea. Peopdad to lean
toward this style when seeking to evade thelcctrdntirely.

The4th is when theelatonship is low but the issue is high, one magGentrolling asan @tion. People using
the Controlling optiottendto prefer to be fim and take a stance of power.

All thingsbeingequal, the fifth optionCompromise,is often a good choice. This style preferéind asdution
that will at least partially satisfy everyone. Idgaleachpeson would bealde to evaluate the siaion and
choose the appropriatenflict management style.

Practcewith thesescerarios and choose wti confi ct management style would be best.

CONFLICT MANAGEMENT STYLE
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moow2

Choosefrom thefollowing to arswereach question:
Collaborating Owl

Avoiding Turle
Accommodating TeddBear
Compomising Fox
Competing Shark

a. Two staff membes are having a disagreementena personal matter which does not affect

their work.

b. Two staff members are having asgie that is affeting their work.
As a supervisor, you are concerned that their failure to commenigkt

compromise secity.

c. Two supervisors on different $ts with differentideas of what neesdo be communicated in

the shift-to-shift logbook.

d. Day and eening superviss want additional moey for equally important projects.

e. A staff member whaansferred in from anotlr unit has a dirent approach to certatasks

than how you traied your people, but works well.

“Treat a man as he appears to be and you make him worse.
But treat a man as if he already were what he potentially could be, an
make him what he should be.”

David Brinkley observed, “A successful man is one who can
lay a foundation with the bricks others have thrown at him.”
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Criticism

It’s easyernough to pick out th8aws
In thework that othersrave done,

To point out the errord#t other's have made,
When your own tak you havert begun
It‘s easyerough to fissandfind fault
When others areloing ther best,

To sneer at the litt that theyhave achieved,
When you hae done nothing butest.
It’s easyenough to cavil andare,

To criticize, scoff, andleride,

For few of ushave ever dne perfet work
No matter how harave havetried
It‘s easyerough not to speak of thmeest
And to dwell d the time on thevorst,

And perhap#t is proper somémes to ind fault,

But be surethat youve done somethinfyst!

International Fire Fighters
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Waysto Overcome the Fea of Failure

e |dentify the Root Cause e Shift Your Perspective
e Simplify e Self-Growth

e Failure is inevitable e Embrace Fear

e Fail More. Succeed More e Take Action

e Failure is Temporary
e Free Your Mind

Author James Allen states, —

A man is literally what he thinks, his character being the complete sum of
thought. Thak why it’s important to make sure your thinking is on the right trac

Develop Skills to Communicate with the Customer

e Create a rapport with your customers through actively listening to their needs, wants, and

concerns.
e |dentify behaviors that are offensive to customers

e Demonstrate how to show concdomn a customer*s problem
e Collaborate with others to accomplish specific goals.

Develop an understanding of professional appearance in your field.
Conduct a self-assessment on behavior, personal appearance, and attitude.

Don’t wait until you feel positive to move forward. Act your way into feeling goodThat’s the only
way to start thinking more positively about yourself.

Always choose to make a good first impression!

You only have one firstimpression...make it the best!

You are free to make decisions that make your life miserable and you are free to ns&aiteE
make your life wonderful and successful. We are free to be human and make mistakes; ai
also free to forgive others, and to ask for forgiveness.

13

While we are free to choose our actions, we are not free to choose the consequences of our actions.”
-Stephen Covey
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Identify and explain the differences among different sqebehavior athey relate to cistomer
sewice: courtesy, aggressivessg coyness, disespectand pleasing.

e Display a enseof personal responsili for the welfre of the companand co-
workers.

e |dentify a \ariety of leacership strategieand sylestha work for youard
your customers.

e |dentify problem situabtins.

Understandthe populatiortargeted ly the svices or products you deliver.

If you are intergted in providing good @iomer wvice,and you should sievely job has a cistomer, ask
yourself thesguestiors:

e Dol believe in people?

e Dol believe that empogring others cana@omgishmore than individuaachieverert?

e Dol actively searh for potentid leades to empover?

e Woud | be willing to raseothersto a hicher level higher han my own level of eacership?
e Woud I be willing to invest time developing people who k& leadershigpotential?

e Woud I be willing to let otlers get aedit for wha | taught hem?

e Dol allow othesfreedom of persondji and pocess,or do Ihave to be in control?

Explain howto build a bond or relationghwith the cusbmer, use additioa paper if reeded.

|

The beauty of learning interpersonal communication skills is that

can use these skills to benefit you in all areas of your life, home, ¢
family, or friends.

When we communicate, we all benefit.
|
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Understanding Chapter 4. Communication

Choose two of the fve following scenarie and using Wwa you have leaned regarding
Communication, Ethicand Customer frvice corstruct your ansver.

. This s@nario focuses on the saue of making too ey commitrrerts. There $ an ambitious salesperson
thathas appointrerts to med two good cstomers at two different locatins at the same time. Analyze
the predicarant and disausshow to pkase dl paties. Make recommend@ons on how to avoid similar
corflictsin the future.

. Confidential information shold not be shaed with others no magr how much thg pry. Put yourselfin
the position of Asgstantto the President of a major corpticn. The asstant knove information hat
must be lept confidential, even though another employeeseasking quesbns. Determine the bst
way to respondto the snoopy emplae

. This serario focuses attention on quanty and quality. Analyze the situation about a well-liked
effective employee whee written communication almost always contains spelling sridisauss the
importanceof accuracy in written canmunicaion and develop strategigto improvethe situation.

. This s@nario involves the improper ge of the 1-800 compantelephone nunber for personal use.
Determine the ethidassue involvedand giveadviceto the employee

. Most customers can srsewhen a telephone operata mot particlarly interestedin being helpful. You
are challengedo devise a training program omelephone etiquette tha might include voce quality,
attitude,and the approprite questiols to ask cgtomers. This seexio requres you to have someone
aralyze a flawed telphone conersation you present ardtermine wha wernt wrong.
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Income
(resource http://consumer.ggwtc.gov/consumer; business.ftc.gov; OnGuardOnline.gov; Admongo.gov;)

You need to know about your identity.

When you are released, take steps to understand if your identity is in trouble.
Do you have any pending warrants?

Do you have any outstanding fines or payments?

Do you have any outstanding charges associated with child support or court rulings to pay damages of

restitution, and/or court or defense costs? Uncover this information with the help of your probation or
officer.

Do a Credit Background check on yourself.

The Fair Credit Reporting Act (FRCA) requires several nationwide companies to provide you with a fre
of your credit report, at your request, once every 12 months. There are three big credit reporting comp
TransUnion, Equifax and Experian.

You can order a free credit report online:
e www.annualcreditreport.com
e Or call Annual Credit Report at 1-877-322-8228

Start “banking” your money

Open a savings or checking account. Avoid check cashing and payday loan businesses, because they
fees to cash your checks and loan you money.

Many people are nervous about opening accounts because of prior financial probtamsed checks or
overdrawn fees. There are a variety of banks that will partner with you to avoid these obstacles. To of
account, you will need:

e Government issued photo ID (like a State driver’s license)

e A utility bill or other official piece of mail that proves your address

e If you have it, also bring your Social Security card/number. (You do not need a Social Security
to open a checking account, but you will need it to open a savings account.)
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Know where your money goes

It’s easier to pay your bills on time, save money each month, and find financial freedom.

To get started, think about your money. Money should go towards things you need, things you w
towards your debts or into savings.

Some expenses are required every month. A place to live, a way to get around, and nutritimusdbade
things you can’t live without. Every month you make rent or mortgage payments and spend money on utilities
as well as transportation. Many people pay for different types of insurance and somesgghpdbfees ang
loans.

These expenses are things you can’t do without. Ideally, this should be half of your budget. If you lose your
job, or have an unexpected emergency expense, these are the things that you will still have to sp
money on.

Do you enjoy watching cable television, shopping, or eating in restaurants? While these aren’t things you
need, it’s your life and you should enjoy it with a budget that fits you best.

The best budget includes money to meet your needs and your wants as well as save for your future.
put money into your savings, you can better plan for your retirement or education for your family.

Credit cards, payday lenders, and rerdwn furniture stores charge very high interest rates. It’s important to
pay down these debts first so that your savings can go farther.

If you need help getting started, build a budget and see it take control of your money!

Credit counseling or debt settlement is not a quick fix to your financial problems

Before you sign up with a credit counseling agency, do your research and consider the following:

e Licensing - Idaho law requires credit counseling agencies to obtain a license from the Depart
Finance. Go to the Department’s website at finance.idaho.govo check an agency’s license status.

e Range of Services and Qualifications - Avoid agencies that you cannot meet witb-face- Talking
over the telephone or chatting on the Internet may be more comfortable for you, but it will not
the needed oner-one interaction. Some credit counseling agencies are affiliated with creditors
an organization with counselors who are trained by independent organizations that are unrg
creditors.

e Written Contracts - Never commit to anything over the telephone. Get all promises in writing an
all documents before you sign them. If semesays you must “act immediately,” he or she is lying. It
never hurts to consult with a trusted relative or friend about important matters like this. Yot
friend might have objective insight that you don’t.

e Fees - Two types of credit counselors operate in Idaho: (1) nonprofit; and (2) for-profit. Nof
credit counselors charge less for their services, making them the better choice for obtaining as
For-profit credit counseling agencies charge a fee for their services and sometimes pay contmi
their employees based on the number of clients they sign up.

Do not agree to a plan that requires you to pay any fees before your debt is settled or red

Federal Trade Commission rule prohibits such advance fees by for-profit agencies that sdiktie
services over the telephone. The rule also applies when the consumer calls the company in re
debt relief advertising.

e Debt Management Plans (DMP) - Avoid credit counseling agencies that push a debt managem
(DMP) as your only option. In a DMP, you pay money to the agency according to a set sc
usually monthly.




Managing Your Credit

Everyone has “credit”. For some, that credit is very poor and for others good. Some of the things that influence your
credit are income, assets, length of time employed, length of timg livone place, credit history, and deébtincome
ratio.

One indicator used by lenders is the credit score. The credit score is basggupcredit history. You are entitled {
one free copy of your credit report every year. It is difficult to gist sbhore while you are incarcerated. Getting t
report will help you to prevent someone from utilizing or affectingrryoredit rating. A credit rating of 700 i
considered excellent. If it is below 500, you are unlikely to be able to getalfie credit.

While credit is most often associated with getting loans, there are other aeasetbeginning to run credit report
particularly house and apartment rentals and some employers.

Whether you intend to borrow money or not, it is helpful to hgeed credit. In addition, it is difficult to rent a
automobile or a motel room without a credit card, though a check card wiifarathose uses.

There are some kindg credit” that you should avoid because of the high cost and potential impact on your credit
history.

Overdrawing your checking account is one, an act that not only coitledigh cost, but also can result in leg
prosecution. Payday loans, title loans, and post-dated check loams@fte with the highest legal interest (24.99
and large fees. These instruments do not balance a budget, but onlarttblanagnify the problem. Another type
credit to avoid is rents-own contracts.

Consumer is the most common kind of credit issued. It comes iforiimeof credit cards and consumer loans. Creg
cards are lines of credit accessed by the use of a card.

In the first four months of 2012, the average interest rate on creditwasd$4.91%. For those with bad credit, t
average was 23.64%. When you have a credit card, minimum payments Wiliresgreat overall cost. For exampl
a cardholder who borrows $5,000 on a credit card today at 14r8&n interest and consistently pays $100 mont
will have to pay $2,863 in interest to clear that balance. Consumer loan® teade higher interest rates than cre
cards.

The Cost of Using Credit
Interest Rate = 24%
Payment = 4% of Current Balance

TIME TO INTEREST TOTAL

BALANCE PAY OFF CHARGED COST

11 YEARS

$2,000

s6,000  SYEARS  $s5850  $11,850

18 YEARS
$10,000 > MONTHS $9,850 $19,850
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For many, choosing to not have credit cards is a good choice.

This requires financial self- discipline. Others choose tdhese credit cards for small purchases and to pay them
off each month. Combined with a good dekthcome ratio and job stability, this can build a goodiitreting.

To get rid of monthte-month debt, it is a good idea to make larger paymesdsicig the length of time it takes
to pay off the debt and the total cost of the debt.

Auto loans and home loans are two kinds of credit thaharé to avoid. The cost of a home can easily top
$100,000, and even a lewileage used car can cost over $10,000. The ratekdse foans will vary depending
upon numerous economic factors.

Low rates do not guarantee easy credit in these areas. In ithchome loans it tends to be the opposite, as the
bank or mortgage company is getting a very small return on their mam#yeysexpect a smaller risk. Auto rates
in April of 2012 (on a 48 month loan) ran about 3.75%, 42payment per $1000.00 loan. Home mortgages in
the same timeframe (on a 30 year mortgage) ran 3.8756@ fdyment per $1000.00 loan. For the present rate,
check with local banks or credit unions

There are a number of ways that you can improve youcredit. Here are some suggestions:

Keep a good debto-income ratio.

This is the percentage of your income, which is utilimegbay for debt. If over a third of your monthly
income is used to pay debt, your dekthcome ratio is questionable to poor. If less than atiooftyour
monthly income is used to pay debt, your ratio is fair to gblagh-income levels can support higher dabt-
income ratios.

Utilize credit wisely.
Paying off your credit card every month is one way of doing this. Don’t charge your limit. Keep your balance
well below what you can charge. Don‘t apply for multiple credit cards.

Create a good work history.
The longer you work at a job, the better impact on your crediedsog your income also helps your credit
rating.

Pay all your bills on time.
Do not “bounce” checks or incur bad debts.

Stay in one place.
Stability will count toward good credit. So will assets, aalated over time.

If your credit debt is too high for you to pay, there aeesal ways that you can handle it. First, you should
try to renegotiate the debt with your creditor. Many itoed would rather lower the interest and payment
amounts than have a debt become un-collectable.

A consumer loan or a bad debt from a regular bill will oftenturned over to a collection agency. Such
collection can have a negative effect on your credierdlare laws that regulate how a collection agency can
go about collecting a debt. A debt collector is barred friemgting collection at inconvenient times. They
are not allowed to discuss your debt with a third pafou can stop a debt collector from contacting you by
sending a certified letter telling them to stop. This dagskeep the collection agency from suing you for the
debt.
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Savings

Saving is important because having it (whatever the amount) bringsewae of mind and the ability to pay for things
without using credit.

Start Saving Now.
Even if you think you can’t afford it — Even if it is only a few dollars out of each paycheck.

What’s next?
If you’re going to start saving, you’ll need to have a budget. Use these seven stepsto make a successful financial plan:

Start as early as possible

Set goals (short- and long-term).

Tell your family members or others with whom you share finances
Support your plan with a practical, working budget

Do your homework - think about your options and be flexible

Put your plan in writing

Review your plan every month or two

Nouokrwbdbr

Budgets are just the beginning. Your plan won’t make much sense unless you also learn to build credit, save and invest
wisely.

The best way to make a budget for the future is to figure outylmamspend your money now. First, look at where y
money comes from and where it goes. Track all of your income arshse® for one month before creating your budg
You’ll need to keep track of all of your purchases by writing them down by category in a notebook or holding on teipts
organized by category.

Write down how much you spend in each category every month. Don’t forget to include money that you save each month to
help you meet your future goals. Be reaisbout your budget so that it’s easy for you to follow.

Step One: Calculate Income
Your income is the most important part of your budgétallows you to take care of your family and yourself. You jgan
that money into a budget to figure out how you spend your mooeyand how to make the most of it in the future.

Step Two: Calculate Expenses

It is also important to know where you spend your money. Keepng of your receipts and watching your statements is
best way to see how much you spend. If you already have afwagording daily expenses, like a diary, use that informal
to fill out this section.

Step Three : Calculate Assets
There are many ways to look at your personal finance. You maysome things that are worth money that you never €
considered. Think about things like electronics, jewelry or even lyomre. These things, plus the money in your saving
investment accounts, are part of your assets.

Step Four: Calculate Debt
If you are struggling with debt, you can help yourself by makimdan. You might owe money to many people or compar
but you can make a big difference by writing down those numtigeshonest with yourself about how much you owe. O
you know how much you have to pay, your budget plan can belfigure out how to get rid of your debt.

Do not enter any account numbers in this section. You will only negdteothe amount of money you owe.

Prioritizing Your Budget
If your budget shows you have more expenses than income,atleereany ways to get out of trouble. Remember, every
has different priorities. You will have to make the decisions that are righodor

What payments should I make first if I don’t have enough money to pay for all my bills?
First, pay off your necessary household expenses, such as rent or mautgditigs, and food, first. You need to pg
your rent or mortgage to ensure you don’t get evicted or have your property foreclosed upon. Think about the health
and safety of your family when making these types of dedsion
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What should | do if | can pay off my monthly household expenses, but am having trouble paying off my loans?
1. Pay off the loan with the highest interest rate first to save on interest payments.

2. Talk to your creditor. Your creditor may be willing to reduce yayments or change the terms to accommodate youf

situation, by offering extensions, smaller payments over a lomgedpof time, or accepting partial payments.
Sample Daily Spending Diary Worksheet

Use this budgeting tool to track where your money is going. Yofaareore likely to save your money when you see how mug
small purchases, like cigarettes and soda, can add up.

Day What did | spend my money on today?

Sunday

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Monthly Payment Schedule

Track all of your income and expenses in a format similar to belogeaftn month. Write out these columns, and space to wri
your expenses and income. When the expense has been paid, enter thineataichcolumn.

Income Expenses/Bills Pay or Due| Amount Paid
Date Due

Child Support

How Child Support Services Helps Families

Child Support Services can help to help make sure children receive financrakdiwhl support from both parents in a variety o
ways. To request child support services:
1. Complete an application. You may print the application form or requestomailed to you by calling Child Support

Customer Service at (208) 334-2479. If you are outside the Boisecallek800-356-9868.

2. If child support is ordered, include a certified copy of the most reciahiscipport order.
3. Enclose a $25 check or money order made out to Child SuppaorteServ
4. Choose how you would prefer to receive payments if yothareustodial parent:

Attach a voided check or deposit slip to have payments deposited intohgmking or savings account.

If you do not provide a voided check or deposit slip, Child Suppovicgsrassumes you want to access  payments
using an ldaho Family Support Card. This card and a Personal Ideiatifibatmber (PIN) will be sent to you in separate
mailings within a week or two.

For more information about direct deposit and the Idaho Family Supportc@aiack out Receiving Child__Support

Payments
5. Mail your application, with the $25 fee, to Idaho Child Support Receiptingc8sy P.O. Box 70008, Boise, Idaho, 83707-01(
Child Support Services will send you a letter to let you know when your capengd and whether any additional information ig
needed.

-

e
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Your Pay

Your employer igequired to give you a paycheck stub ery payday. Read tle paydeck stub carefully and makeie
there are no errerKeep youmpaycheck stubs until the end of theg so that you can compare them for disareges as
well as comparing them with your tax forms at the end eyé&ar. Some employersVedirect deposit ito your cdhecking
accoun or onto abankard. This option isbest sinceit happens on timevery time.

Practice reading the pay stub below. Does it make sense to you?

Daytime Business, Inc.

Pay Period: 02/03/2012 Pay Date: 02/17/2012
Employee; Joe Worker XXOG-XX-XXXX Tax Status: M-02
Rate  Hows  Amount LEAVE ACCOUNTING YEAR-TO-DATE TOTALS
Reg Pay 1050 800 84000| leave  Beg  Accued Taken Balance | Gross Wages 3407.25
Annual 1050 SICK 490 20 00 510 |Taxable Wages 291252
Sick 1050 VAC 120 20 00 140 |FCAWages 3253.25
Overtime 15.75 30 4725 COMP Federal Tax 24400
Other State Income Tax 116.00
Total Earnings 88775, FICA Withheld 24889
EMPLOYER COSTS Retirement 34073
Federal Tax 61.00 | FICA-SSDI/SSHI 61.99
FICA-SSDI/SSHI 61.99 | RETIREMENT 44.36
Retirement 88.72 | Blue Cross 376.00
Blue Cross 77.00 | Group Life 16.56
State Income 29.00 4721
TOTALDEDUCTIONS ~ 31771
NETPAY 569.54
Direct Deposit:
U.S. Bank—checking




W-4
The mastcommondeductions are taxes. There are severatk of taxes thadre dedweted from you pay.

One of theeis FICA, consisting of Social Security aikdicare FICA is deducted at a flat ratefd7.65%. You sbuld

verify on each payweck stub that the propeamount was élducted. Another taxs Fedeal Income Tax.The amount of
Federalncome Ta withhdd is determinedby how often you are paid, momuch your taxable income is, diinow you fill

out your W-4.You may also hae State Income Tax withheld. This will vary from state toestaitin Idaho you shoul

expectit to beroughly hédf your Federal Income Tax withholding.

When you first start working, you wil be asked to submit a W-4. itwill hep to deeminehow much Federal Income
Tax and State Income Taxwithheld. The W-4 wilalso praide your employewith your Social Securitilumber and
addressto make sure that yoare credted with your income taxes withdd as wdl as aauring that you will get poper
credit far Social Security pynoses.

The W-4 has three sttons. On the following pgesis a sample of a W-4 form for you to refer to and practiteriag
your information.

The first sectioris a work$ieet for you to seto calculde how maly personal allowances youeaallowed. Rersonal

allowances include dependerbut also other ihgs. If you have tax dedutions or adustments that are not includecho
this workshed, use the worksheet prialed on tle back page of the W-4. Likewisd, you hare multiple jobs within the

household, sethe worksheet on tHeeck.

Read ea&hline carefully and follow the insictions. Enter tle amount from lineH of the worksheet ontibone 5 of tle
bottom potion. The larger tle number of allowances, the lower ttexes withheldIf you clam too many allowances,
you may end up owing money otaxes at the emhof the yea. Thatmay resut in penalties. If youclaim too few
allowance, youmay end up with a refund. Some pdofike to get a larger refund at the end of yeear. There is no
penaly for getting a refund.

The Employee’s Withholding Allowance Certificate at the bottom portion of the first page, is the part that you will
turn into your employer.

The employer will use this to determine your income tax withholding.llitadgio be used to fill out your W-2 at the
end of the year. It is important that you fill out the W-4 accurately.
= Box 1; Fill in your name and address. Do not use a nickname or shortened name. Your name here should
match your name on your Social Security Card.
=  Box 2; Fill in your Social Security Number. Make sure that this also matches your Social Seaxdity C
= Box 3; Mark single, married, or married but withholding at the single rate. The single ltat&htiold more
than the married.
= Box 5; You will put the amount of allowances you are claiming for withholding purposes. RemembUeez that t
allowances for withholding purposes are different than the exemptions on your 1040
= Box 6; Put any additional amount that you would like withheld from each paycheck. Remember that this
amount will be taken out of each paycheck, not just once a month
= Box 7; You carclaim exemption from income tax withholding. Before ydaim exemption, make sureet you

med therequirenens. If you claim exenption wrongfully, you can épendized
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Coenplete ol that H Fonn‘leS." imated Tax foc Indvidual
mn'd.ﬁmdan:_hbez el mu.d,m’ mem
NyonConpbteFoth-d that not be a out on
employer can withheld the ”hduy:' ma:md&y anw~4y:'ww o
income tax from your pay. Cansider complesting 2 Head of household. Generally, claim Two eamners or multiple jobs. If you have a
mmw*'mhywmdﬁmm huddhn&ﬂdﬂ‘rgmay?;m:mm Mxﬂamm p:‘xa
P maoummmd and pay more than
¥ you are exempt, l:e'domdqug' Isl for *nonnl#d:l ﬁﬂmlyme
% 1,2,3.4,and 7 and yourself dq;\m(hm or ather wrmaldwq most
metYouemm{w 1 l\m*See . 501, Exemp on the
16, 2012.SeeMSOO.Tn d Deducdtion, and Filing Fo'mwﬁuochhyu pblndm
mﬁbg Estimated Tax. m-echnndmhdm.&ekh
Note. Hf encther can claim youas Tnm&hYmmwammdmm 818 for detais.
dq:cdmimhuh«mmmrum t g your Nonresident aben. If you are a nonresident alien,
from with wlf‘ o Credits for child or son Notios 1362, Supplemental Form W-4
mmmmuummma expenses and the child tax mm-l«ummm
uneamad income ffor example, intensst and Mmhmm completing this
dividends). . See Pub. 919, Check Aftee Form W4
Basic instructions. If you are not exempt, How Do Adgust My Tax Withiwlkding. emuepuh Bsoloeph:-me
prigy™ ki) Werksh on comvesting your other credits into amount you are

mmm«m 2!uli|eru§un
= bmaod on

ywrpuleuudloﬂhxbtm1 ScePub.Bw

mmmgm to - vage inco YM.?‘ id _‘d m«s?‘mw Sha-
o two jobs situats tax pay usng
mumm)
A Enter “1" for yourself fnoone else canclamyouas adependent . . . . . . - ot dgubenivegest dgsae  BIN
* You are single and have only one job; or
B Enter*"if { * You are married, have only one job, and your spouse doas not work; or } B

nmo o

* Your wages from & second job or your spouse's wages (or the total of both) are $1,500 or less.

Enter “17 for your spouse. Btﬁ.ymmydbosehaﬁa‘-O—'rfyouaemznedmdeae«haawMgmamm
than one job. (Entering “-0-" may help you avoid having too little tax withheld.) .
Emwmmberohbpondmu(omuﬂmyurspmaauyundbywﬁdsnmmmmn 2 o
Enter“l'ﬁmmmdeMmmmm[wmsmwdwm S
Enter “1” if you have at least $1,800 of child or dependent care expenses for which you plan to claim a credit

(Note. Do not include child support payments. See Pub. 503, Child and Depandent Care Expenses, for details.)

Child Tax Credit {including additional child tax credit). See Pub. 872, Child Tax Cradit, for mora information.

« i your total income will be less than $61,000 {890,000 i marmed), anter “2” for each efigible child; then less *1” if you have three or more eligible chidren.
« If your total income will be batween $81,000 and $84,000 $90,000 and $119,000 if mamiad), enter 1™ forea:helﬁt

child plus “1” additional if you have six or more eligible children . . . - e

Add lines A through G and enter total here. Mﬂnmb@dﬂwtmmeunbadempudammmmm] »H

Tmoo

For accuracy, = If you pian to itemize or claim adjustments to income and want to reduce mtﬂnldng.seemeneducﬁom

complete all ﬁMmepage o

worksheets * I you have more than one job or are marmed and you and your mmmmm%m

that apply. Sdo.ooo(swmod aeethal’-o-&m'lmwbm on page 2 to avoid having tax
MMWMMMNWNWMWHmIdeF«mW4wﬂ

Cut here and give Form W-4 to your employer. Keep the top part for your records.

o W=4

Employee’s Withholding Allowance Certlficate

» Whathar you ars antitied to claim a Certain numbar of alowancas or sxeMption from withhalding is

OMB No. 1545-0074

2011

ik Fovars Sans. subject to review by the IRS. Your omployer may be required 10 sand a copy of thés form to tha IRS.
your Srst name and middic intal | Last namo 2 Your socki security number
Homg ¢ S At Ot prtig 3 [ snge [ mamod [] Marmicq, tut wirhold at highar Singla rata.

Nota. Tt bogelly separaid, o spouse s a alicn, chaok the "Singie”™ box.
4 If your last name diffors from that shown on your sockal security card,
chack hare. You must call 1-800-772-1213 for a cara. » []

~N oo,

Total number of alowances you are claiming (from line H above or from the applicable worksheet on page 2) 5
Additional amount, if any, you want withheld from each paycheck . . 6[S
I claim exemption from withholding for 2011, mdlcemfyﬂmlnaetboﬂwfﬂwfolowagwﬂmformnmn
* Last year | had a right to a refund of all federal income tax withheld becausa | had no tax liabiity and

« This year | expect a refund of all fedaral income tax withheld because | expect to have no tax kiability.
if you meet both conditions, write “Exempt™here. . . . . sovi s LY

Undor panaitics of parfry, |mmtmmmmmbmmumywmmummmm

Employee’s signature
(Thés form Is nct valld uress you sign &) »

Date »

Tmﬁﬁ'] 10 Employw Gertniclion numbor £

For Privacy Act and Paperwork Reduction Act Notice, see page 2.

Catt. No. 102200 rForm W4 2011

91|Page



Form W-4 2011) Pago 2

Deductions and Adjustments Worksheet

m.mmmmnmumwmmmaaammmnsumm income.

1  Enter an estimate of your 2011 #temized deductions. These include home mortgage interest,
charitable contributions, state and local taxes, medmleuperseemmm TS%Ofmlncomaand
miscellanecus deductions . . . . 1

8116mﬂnmsedﬁingpniyorqalimgudw(a)
2 Enter [ $8,500 if head of household

$5,800 if single or maried filing separately
Subtract ine 2 from line 1. If zero or less, enter “-0-" . .
Enbamesﬁnmdmmﬁﬂmmmamwnad&deMMMRhme)
Add lines 3 and 4 and enter the total. Mwmtbtae&ﬁomﬂ»thgomm
Withholding Alowances for 2011 Form W-4 Worksheet nPub.818} . . . . . . . . .
Enter an estimate of your 2011 nonwage income (such as dividendsor intevest) . . . . . . . .
Subtract ine & from line 5. If zero or less, enter *-0-"
Divide the amount on line 7 by $3,700 and enter the result here. Dropanyfraction . . . . . . .
Enter the number from the Personal Allowances Worksheet, lineH, page1 . . . . . . . _ .
Add lines 8 and 9 and enter the total here. If you plan to use the Two-Eamers/Multiple Jobs Worksheet,
also enter this total on line 1 below. Otherwise, stop here and enter this total on Form W-4, line 5, page 1 40

o oW
W
@ || o o

lém len len
> H

OO ~N®
D Ee~N;mn

—

Two-Eamers/Multiple Jobs Worksheet (See Two eamers or multiple jobs on page 1.)

Note. Use this worksheet onfy if the instructions under line H on page 1 direct you here.

1 Enterthe number from kne H, page 1 {or from line 10 ebove i you used the Deductions and Adjustments Worksheet) 1

2 Find the number in Table 1 below that applies to the LOWEST paying job and enter it hera. However, if
you are mamied filing jointly and wages from tha highest paying job are $65,000 or less, do not enter more

than“3" . . 2
3 the1|smﬂmoreqdbim2.wactin2imlm1Emartherealhere(imm
“-0-") and on Form W-4, line 5, page 1. Do not use the rest of this worksheet . . . 3

Note. If ine 1 is less than ine 2, entar “-0-" on Form W-4, line 5, page 1. Oompleteheuhumobdowﬁoﬁguemeaddmml
withholding amount nacessary to avoid a year-end tax bill.
Enter the number from line 2 of thisworkshest _ . . . _ . _ . _ . 4
Enter the number from line 1 of thieworksheat . . . . . . . . _ . 5
Find the amount in Table 2 below that applies to the HIGHEST paying b and enterithere . . . .
Multiply iine 7 by fine 6 and enter the resuk here. This is the additional annual withholding needed . .
Divide line 8 by the number of pay periods remaining in 2011. For example, divide by 26 if you are paid
every two weeks and you complete this form in December 2010. Enter the result here and on Form W,

0w~
lém lem |
©

183
]
3

line &, page 1. This is the additional amount to be withheld fromeachpaycheck . . . . . . . . 9 $
Table 1 Table 2

Married Flling Jointly All Others Married Fliing Jointly All Others
It wagas bom LOWEST | Enler on It wages ¥om LOWEST | Entiaron ¥ wngos om HIGHEST | Ertor on f wages trom HIGHEST | Entorcn
paying job wo— Ino 2abova | peying job e — Iro Zabove | paying job o Ino 7 above | paying job are— na 7 abowa

%0 - $5,000 - 0 $0 - $8,000 - 0 0 - $05,000 $500 $0 - $35,000 $500
5,001 - 12,000 1 8,001 - 15,000 - 1 05001 - 125,000 230 5,001 - 90,000 230
12,001 - 22,000 - 2 45,001 - 25,000 - 2 125,001 - 185,000 1,040 00,001 - 165,000 1,00
22,001 - 25000 a 26,001 - 30,000 - 3 185,001 - 335,000 1,220 165,001 - 370,000 1,220
26,001 - 30,000 - 4 30,001 - 40,000 - 4 335,001 and over 1,300 370,001 ard ower 1,300
30,001 - 40,000 5 40,001 - 50,000 - 5
40,001 - 48,000 - o £0,001 - 05,000 - ]
45,001 - 55,000 7 05,001 - 80,000 - 7
55,001 - 05,000 - i 0,001 - 05,000 - B
05,001 - 72,000 0 05,001 -120,000 - 9
72,001 - BS.000 - 10 120,001 and over 10
85,001 - 97,000 - 11
97,001 110,000 - 12
110,001 120,000 - 12
120,001 135,000 - 14
35,001 and over 15

Privacy Act and Paperwork' Roduction Act Notica. We ask for o Information on this fom 1o
oamy cut the Imomal Fovanue ws of 10 Unfiod Stalcs, Inomed Rovenue Cods sections
J02ME) and 0900 and halr raguistions quine you 10 provica this Information; your emipioyor
uses 1 10 dotarming your fodaml incoms e withiholding. Faliur 1o provicks a proparny
compiaiad fom will sesit in your baing Toaled &S A SiNge parson who Cleims fo WIhhoiding
Trucidont information sy subject you to ponatics. Routing usas of this
fomation Includo giving & 10 the Dopartsent of Justics for oivl and oriminal itigation, %o
ofics, statos, $ha Distict of Columbia, and U.S. cammonwoalths and pomsossions or use In
adminksionng o Sax lws; and 1o the Department of Heath and Human Services Jor wsa n
o Natsonal Diractory of Now Hires. Wi mary also discioss tis Ifomation to ofher countres
under 2 tax baty, 10 Sodral and stato sgenoios 1o anionos fadoral nontm oriminal o, or 1o
Kodcral w erdoroamant and niligenco agencis o combat fomornise.

S

You &9 not required 10 provico the nformation ona form hat s
subject o the Paparwark Raduction Act unksss tha fom displys o vald OMB
controf numbar. Books or reconds relating to a form or s nstructions must bo
refainod as long as thor contants may bacome masarial I the administration of
any Intomal Rovenuo law. , tax returns and rotum information are

The avarmge time and apenses requirad 1o complots and hutlmulv-y
dopending on Ndihidual croumstances. For astimatod avarngas, 566 the

It you have suggestions for making this Sorm simplar, wa would be happy 1o hoar
from you. 500 the stuctions 1of your COMG t ratum.

w



You are requied to fill out, sign, and dae the W-4. Your employewill keep the W-4 on filelt will only be
sentto the Internal Revenue Service if youintgden ormore allowances or, in some circurastes, when you
claim exemp.

Also, you are required to fill out an I-9 form (Emplogmn Eligibility, Verfication form) for each nev
employer. This forms required by the U.S. Gokement for dl employees (citiens and non-citizens) hired
after Novenber 6, 1986If you would like to view a copy of ik form ak your instrictor or you can @ to
WWW.uscis.gov/i-Q

You may have benefits that impact your pay. These may include retirement, health insurance, alifeé group
insurance. Make sure that you clearly understand what benefits are, and how they impact yourYet pay.
may be paying for all or part of these benefits. This will lower your income taxes and, possibly, your Socia
Security Tax. Establishing a retirement plan is also a simple and cost effective way for you to invest for th
future. Most retirement plans allow you to choose what kind of investments your contributions go into.

If you are self-employed, there will be a difference between what you are paid and your profit. Most self-
employed individuals incur expenses in the course of doing business. As a self-employed individual you will
have to pay your own income and Social Security taxes on a regular basis, most often quarterly. Your Social
Security will include both the portion normally paid by the employer and the portion normally paid by the
employee. The combined rate for Social Security is 15.3%. Before you open a business, make sure that you
have a clear idea of the costs and the administration necessary to run that business. You may want to consu
with a specialist in business finances.
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Understanding Chapter 5: Money

Wha must you fill out when you are hed, that deternmes how muchFederal Incone Tax is withhed from your pay?

a. Paychek stub
b. W-4

c. W-2

d. 19

Wha is usedto keep trak of the balanein your checking accou®

a. An ATM.

b. The bek of your paclage of thecks.

c. A check regster.

d. Nothing. You justkeep tack in your head

How will a budgehdp you?

a. It will hdp you to avoid running out of money before your next
paytheck.

b. It will hdp you save moey for future exenses and for investent.

c. It will help setguiddinesand limits onhow you spend gur money.

d. All of theabove.

What is a good straggy for controlling over-spending on food?

a. Use a eru to daw up a shopping lidefore sloppng.
b. Buy lurchewery day from a fast-foodestauran.

c. Invite yours# to the neighbds howsefor dinner.

d. Goto the store everyay ard buy whateveis on sale.

Whyis it important to haee good credit?

a. Becaseyou credt rating may affet yourahlity to rent an
apartmen, rent an autmobile, a get job.

b. Becaseyou may need to get a loanorder to go to satol, buy a car,
a buy a home.

c. Becawsea good cedt raing rdleds honesty and hardvork.

d. All of thealove.

What principles wil hdp you to invest siccessfully?

a. Invesin risky ventues that offer high retuns.
b. Investregarly even in smk amounts.
c. Wait until youhave a large amount of money to invest.

d. Al of thealove.
|

Resources: Consumer.gov<http://Consumer.got¥asyto-read materials on a variety of topics relevant to re-entr
including making a budget, credit issues, job scams
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inding a plaeto live will be
difficult for some. For others, treewill be no chaie
beauseof Departnert of Correction requremerts.

Some mg be mandated to a lievay houseor requred to
return tothe caunty wherethe crime was committed.

If youhave no retrictions on where you live, thinkard
before deiding to move back o your old neighborhood.

There may be people and activittbere to pli youback into criminal behavior.

Some Wil have a supportive friendglative, orfamily menber to live with and housing mgnot be a
major concern, while othewill need to explore different opts.

When boking for housing, keep in mind where it is locateldtree to your work, what tarsportdion
isavailable,and whatstoresare inthe area.

el ey E Y el Ly
Temporary Shelter Providers and Referral Agencies

= United Way 2-1-1, formerly First Call for Help, is a service that can assist you in finding
temporary shelter like the ones listed below. Resources are accessible to you through the

Internet (after your release and if you have no restrictions), and by dialing 211.

=  www.hud.gov is an online resource that lists housing information. Go to Idaho once you
are on this website and you will find local resources.

= Idaho Community Action Partnerships provide services to reduce the effects of poverty in

the community. Many provide energy assistance, winterization, housing, and emergency
shelter services. These agencies are also a good source of information and referral for
related services. www.idahocommunityaction.org

= Emergency and Overnight Shelters offer lodging for a short period of time (usually one or

two nights) until other arrangements can be made through the county or other programs.
You may use 2-1-1 (First Call for Help) to help locate these shelters. There is no charge for
staying at most emergency shelters. Some charity-sponsored shelters may require that you
participate in their programs to use their shelter. Go to www.homelessshelterdirectory.org

and click on Idaho. This will give you access to shelters, soup kitchens, and other resources
in Idaho. Important Note: Many of these shelters now have waiting lists and some are very
long. We strongly encourage you to call the shelter ahead of arriving.
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Types of Housing

Transitional/Halfway Housing — some peoplere mandated tahis type of

housing as a condition of tmefelease and to povide some streture & the

offenderadusts to communy living. If gpace is available, othermay also live

there, povided theg med the sheltes guidelines. You may use2-1-1 to help you
locae transitionahousingin yourarea. Ask yur casemanager for assiance.

Transitional Housing may:

Provide sheltefor up to one year
Expect you to beaountable &all timesand coopeate with any
programming identified Yothe referring agency
Provide opporturty to esseback irto the communrty by gaining
employrert, accumulating sawvigs, etc.
Develop a plan of workintpward independent living ands&ati shing commurty suppot
sewices
Include sipport servics (suwch as counseling and job sehihelp) in addition to foodnd shdter
Provide time to sa&e money for your own plae.

o Costs wil depend onevices provide

Applying for community tr ansitional housing

Most trarsitional housing raan

application that mst be filled out in If your application to a &rsition hone

orderto be &ceped irto thar housing is accepted bythe povider,

facility. your housing will still need to be
approved by a Parde Officer (PO)

Depending orthe ingitutional facility, in the dstrict you areparoling to.

you ma have to wrie to trarsitiond (‘"’

housing for an applicatioand let . .

them know youare inteested intheir Housmg T|p- See YOUF case

facility or you can regestan managefor a housing resoae

application from yur casemanager. li st for transitional houses in

The application will eitheneed to le the area where yoare looking

mailed by you or faxed byour case toreside upon relese

manager depending one

trarsitiond housing or instittiond

facility procedures.
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After acceptance by a RO, funds will be needed to pay the firstanth‘s rent to secureabed prior to your
releasefrom an institution.

Thereare seeral ways that yourart can bepad:
e Famly or friends
e Funds saved during yourcarceration
e Trarsitiond Funding if you gdify and funds are avihale

There is a specific applicatiand review procesfor requestingard receiving tarsitional funding for busing
and one-time transportation costs. htley to be onsidered, you mst not have other (externd) sources of
support fom family or friends or have received and/or @ent a significant amount on comssary items during
the 12 montk prior to your tentativeparole déte.

A typical rule of thumb is to Eend less than $500.00 duringhe 12-moth period prior to rekase on
commssaty purchass. If you are receiving funds into gur inmate acourt, receipt and expenditure
transacins will be screened durirthe applicationreview. Thasewho qualify for transitionfunding typically
receive asstanceto acommodae one-monh’s rert with an approved housing proed

Rememier, as part of the re-enjrplanningprocess,you have a responsilijfi and obligation to see for
release. RImingfor rent and other expenses is impart to reintegrating intahe canmunity and to your
continued succss. Talk to your case manager if you plarafiply for transition finding for more ddtails.

Renting — Be sure to ensider @ expense sich as application fee, secutly deposit, tilities not
included in ert, etc.

Search for listings in local newspapers, network with friends and family, and utilize apartment

referral services provided by your case manager. Be sure you understand the terms of thibteasgriveg.
People with criminal records may not be allowed to reside in some apartment complexes, mobile home pa
etc. Price range is variable depending upon the type of building, location, and number of roommates.

Single Resdency Occupancy - (SRO) is ony for single, childlessdults. SRO & usually
furnished housing Wi shaed bath or kitchen facilities that are rade aval ade to income kgible
individuals at reduced rate

Buying a Home- This isusually not an immediateption for mary offendes, but may be
appropriae for some, ggeciadly when rernting istoo chalenging.

First-timehome buyingprograms mg be available. Neighborhoodsciations can usuallhelp you find
thesegrants.

Military veterars may qualify for homebuying asgstance.

A variety of organizations sponsor homebuyarkshogs and provide courseling. Checkthe
Intemet or local newspapefor information.

Check with the property manager before you pay an application fee. It goes toward a background
check, which may simply make you ineligible to rent.

You will probably be required to sign a lease, meaning you must follow terms of the contract. It
should be noted that some PO’s will not allow you to enter into a lease due to agreements of
supervision.
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What Property Managers Look for in Tenants

e Past Renal History — Know name and address of thoseyou rerted from in thepast. Bebre you
amly, be sure tdake care ofany unlawful dganers.

e Employment History — Name, addres,and phone nuroer of your employer, aswell as your ronthly
income (generafirent siould not exeed one third of your incoms).

e Credit History — Propety manages are concerned abouthgher you paid rent timegl or late.
Try to clean up apoutstanding bil sfrom credibrs. If youhave a ©py of your cred report, it is
helpful to bring it wth you.

e Criminal History — Most propety managesdo a criminal rstory check. They may ask you if an
offersewas commiied in aresidence. An honest, straightforward respers best.

Questions to Consider Beforesigning a Lease

e How long isthe lease?

e How muwch noticeisrequired (30 or 60 days) beffre moving?

e What is the pensy for moving out beforethe lesseisup?

e Is there a secuy deposit for tle apartnert/rental unitand what is the amou®

e Whatare the propdy manages condtions for full return of the secuy deposit at the timefo
moving ou? Are thereary utilities included in te rent?

e Is there a security deposit foretttilities?

e What is the average monthly cost fbe utilities inthe apartnent/rental unit?

e |s public trangportation availakd nearly?

e Where arghe nearesschools, shopping ceeis, etc.?

e For wha rea®sns can tle propety manager et you? With hav much natice?

98|Page



Rental Expenses Worksheet

Find four properties you quddi for from a localnewspaper or Irémet ste and fill out the
following worksheet abestas you canlf you cannot find the right fo write down hav you
would go about findingti

Property 1 Property 2 Property 3 Property 4

Address

Rent (per month)

Security Deposit

Heat / Gas

Electric

Parking / Garage

Garbage /
Utilities

Water

Other

Totals

Tenant’s Rights and Responsibilitis
You have thdollowing regonsibilities as a tenant:

e Your property manager can require e You must not disturb other tenants.

references from you. e You must give proper written notice
e You must pay rent on time (usually on the when you want to move out.

first day of the month). e You must pay for damages beyond
e You must follow all legal clauses in your normal wear and tear to your

lease. residence.

As a tenant in Idaho, cled with: www.hud.gov (go to Idaho), to cledk to see what rights you have as a
tenant. Thefollowing conditions may or may not gply:
e Your property manager musibde by theageel upon lease.

e Your property manager mustdey your apartrert free fran hedth and saféy hazards.

e Your property manager mustde your apartrrert in good repair.

e You harethe right to cdl hedth/safety ingpectorsto inspect youapartmen.

e Your building mwt be insulateénd weaherized

e You havethe right to peacefuand undsturbedpossssion of gpur apartmen.

e You harethe right to privacy.

e Your property manager can@rter without your permission without giving you regunless the
leasesays he/she can, or in the et of an emergency.

e Your property manager mst give you hshernameand address.

e Your property manager mancot end or change theebse withou giving you writtennatice.

e Your property manager cann@vict or retalide agairst you for exercising your rights.

e Your property manager cannotst off utilities or lock you out of gur apartmert.

e Your property manager cannobfce youto leave your apartnent without firstgang to cout.

e Your property manager cannidnold your personal belagngs for nonpaynert of rert.

e You ma be entitled to the return of your securty deposi. Be sure to give youpropety

manager adrwarding address. Howewver, your propety manager maretain any amount of
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the security deposit thag ressonable tgay for unpad rent if the proprty manager gives you
a written explanation with three veeks. Your progrty manager camot charge youfor
normal vea ard tea to the aprtmern.

Buying a Home

Buying ahome mg not be possible for some timeeafrelease, uil you have saved
enoughfor a sufficiert down paynert and med income & gibility gudelines. But for
mary people, hora ownership $ within reachand may even be rare affordale than
renting. The firststepin choosing a homesfiguring out how mah you can afford to
spend. As a gendrguide, you carbuy a home wih a value of two or tiee times
your annual houshold income, depending oroyr saving and debts.Only you can
decide f owning a homesright for you.

Mortgage
Thereare two main tpes of mortgages- be sire toreseach properl to determine which is best for you.

Fixed-rate mortgages have intagest rates thatnever change. Propirtaxes and insurame may incresse, but the
monthly payments are stabldor life of the mortgage— 30 years, 20 yeas, 15 years, or less.

Adjustable-rate mortgages (ARMS) generallybegin at an inteest rate that is 2-3% below a simar fixed
rate mortgage, but the ta changes atpecified intervals, depending on varyingarket conditiors. Thistype
stats with lower payments but ma increaseasinterest rates change.

Mortgage payrarts include tlee parts: apaymert on the principal of the loan (hhamount borrowed); a
paynert onthe interestand paynerts into an accounfesaow) that your lender maintaisito pay for things
like propety taxes and homeowrersinsurance. This is called P.1.T.I. (Principal-Irest-Taxes-Insurarm).

Do you make enough to pay théender badk?

Your lender wil wart to know not ony how much money you haveyut how much you wil be likely to make
overthe next 30 years— the usual mortgagerm. Also, wha are your other debts®o you owe mong for
credit card chargeor other loas?Do you have arny othe assts swch as personal propey like a boat or a car?

Idedly, you will wart to come up wih at least 20% of the value of gur new
home as a dowpaymert, to avoid addional expenses like ontgage insurace
paynens. But you mg qualify for spesid prograns for first-time homebugrs
that will get you ito ahomefor little, if any, downpaymernt.
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Closing Costs

The price you pafor a home dos not include the costs of the trans@en that are called closing costs.
They can add up to agsificant sumand must be factored irto the total cost. Beloware price ranges for
various conmon closing costs:

Title search fee

($50-$150)

Title insurance

($100-$600)

Attorney’s fee

($100-$700)

Appraisal fee

($200-$300)

Recording fees, transfer taxes

($50-$100)

Credit report

($25-$75)

Lender’s origination fee

(1-3% of loan amount) Minimum of $1000
for $100,000 loan)

Reserves for home insurance and
property taxes

(amount varies)

Interest paid in advance

(if applicable)

Answer these questions to see if you should consider buying a house

1.

Describe your rental history. List any evictions, or problems you have had with prope

managders.

Where do you plan to live?

Do you have family or friends that will allow you to stay with them temporarily?

Do you have children living with you? If so, list the ages, gender, and any special hc

requirements.

What do you need in regard to housing (services, space, location, etc.)?

What money do you have available for housing and how will ygtegeh month’s rent?

What special housing conditions will be placed on you by the Departmeairedtior?
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Understanding Chapter 6: Housing

Whatnumber would you dial to acessthe United W First Call for Help?

What is tarsitional housing lfdf-way housirg)?

What dos SRO mean?

What is a Secuty Deposit?

A propety manager caerter your aprtment without permsson. True or Fae

Whatare someadvantagesto owning your own home?

What is your definition of success? Happiness? Being a good
Financial gain? Possessions? Staying out of prison for 3 years? Yc
define this for yourself, and create your goals accordingly.

“No one can cheat you out of ultimate success but yourself.”

-Ralph Waldo Emerson
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As you prepare for your n&tn to the community, it$ very importarnt tha you plan how yoware going b get
around. Consider not gtitransportation to wk but your transprtation needs. Givethat many ex-offendes
arenat released wth access to aat, having alternative &msportation is anecessity. There are any modes of
travel to onsider.

Modes of trangortation include:

e Automokles e Bicycling
e Car-pooling e Buses

e Walking e Flying

e Taxis

e Motorcycle

Becawse regular or reliale transportationd often unavailale in rural area, there mg be limits to work
opportunities,advanced ducation, vocatnal training, prpe health care, and/or recreation. In shgou
aren't ake to participate in your communities if you ant getto where you needo be Let’s explorethe
different nmears of transportation.

Walking/Bicycling — You can make your plans so that you live within walking or bicycling distance from
work, shopping, and all of your family and recreational activities. If you are going to live miles from your work
or recreation, you will need motorized transportation.

Taxi Cabs— charge per trip, not per person. If possible, share a ride with family and/or friends. Cabs also
charge for waiting, sometimes up to $25 an hour. Cabs are very expensive, so check the bus routes before
calling a cab or call the bus hotline to see if one runs through the area. Typical cab fare includes $2.50 fee wi
the meter starts, with $1.90 owed for every mile.
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Buses — In some diies, large and small, busgare a convenienand emnamical souce of local trangortation
as well as between cities or @ss the caintry. Make sure routeand scheduling ree your need. This
information is available omie, at the tion, or at bus sips. Idaho Falk, Coeur dAlene, Pocatelloard cities
within the Treasre Valley have regular busesvice. For informéon go to the online sitested below, or call:

Idaho Falls
TRPTA http://www.trpta.org
208-529-1489
Targhee Regied Public Transportation Athority

Couer d’Alene
Citylink http://idahocitylink.com

1-877-941-RDE
CARPOOLS ONLY
2 OR-M:ORE PERSONS ;
Treasure Valley r -
Valley Ridewww.vdl eyride.org208-846-8547 i -

Carpools— Carpools can pick up their riders at their homes or everyone could meet at a convenient
location, including any of the region’s Park & Ride lots. Typically, you’ll save hundreds of dollars a

year in commuting expenses, including gas, oil changes, tires, repairs, and parking fees. In addition,
you’ll have the opportunity to read, study, work, or relax on the days you don’t drive. You‘ll arrive at

work better prepared to face the day. For example, you can carpool every day or just a couple days a
week. One person might drive all the time, with the passengers contributing gas and parking money.

Ada County Highway District Commuteride-www.commuterride.com

At one time a branchew car was a b value than a used vehicle in teraf overdl dependability.
However, ars of the last decadeare builtsomuch beter and Iat so meh longer thabuying new mostly
mears the extra mong goes for depreciationand thatnew car smé.

For about half the cest of anew car, you carbuy a seven to eight-year-old useehicle in good
condition that still offes years of fviceand includes iy standard safg feaures.

The Internet is a wondeful tool for the used-cabuyer. You can read expearviews on older vehicls, ard
then type in make, modelegr, and nil egge to receive professionbestimde of a particular cas worth. For
example, th&elly Blue Bookbreaks prices dowipy method of sale (dealeor private party) and caoodition
(poor, fair, good, or excalht). Another good wato see if the vehicle kdbeendamaged $to look at tlke
CarFax online or ask theealer for it.

A

Tip:

Make sure to check wi your
Probator/Parde before purchasing
any type of vehicle!
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Once you haveound a used car that imésts you, take ito an independeémmechant. For about
$100-$150, rany mechanics will chek out a ar’s major sysems, give you a §it of work that the car
need and stimate how much theserepairsare likely to cost. Thissgoad lemon insuancethat may
also help you get beter deal ifthere are significantrepairsto be made.

Warr anties areanother imposrt item to keep in mind fien purdasing a vehicle ng or used
All new vehicles come i a manufaturer's warranty. Howeer, with used ehcles you need to
check to confirm ifit is still under warranty. Ihot, you can dfen purchasean extended warranty,
which will be included in your montlylpaymerts.

Insurance Cods:The catof owning a car todayimuch nore thanthe price onthe window. Before you can
drive your car you must alo purch&einsumarce. It isrequred by lawand protects you fronpaying ccstly bills

in the unbrtunae event of an @dden. Insurarce costs vay widely, ranging from $30.00 a month to $300.00 a
month. The cstis calculated by aumber of fators includingthe yea of the car, the makad model of the

car, your age, your geneckr, your drivirg record,if you still owe mong onthe ar, and whether or not youdve

had insuraocerecertly.

There are two types ofcar insurance

Full Coverage

Will cover d billsof dl driversin the ac@ert, includng you. Thstype of insurance costs ore pe month,
but may save you mogeén the event of ancaidert.

If you are financing a vehide this coverage is mandatory unit the loan s paid in full.

Liability
Will coverthe bills of the other driver ithe eert tha you ausean a&ddert, but will not pay anything to

you if youare hurt or your car islamaged. This type of insureacosts you Issper nonth, but mg be
more catly in the event of anaident as you mst pay to fix the damagegto your car.
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Tips for Choodsng the Right Car for You:

1.

Go with low mileage if at dl possible.Lower miles are a benéefit if
youresdl ard should mean more timebefore repairsare necesary.
Try to avad cars with excessve milegge (nore than 1500 miles

per yea).

Lean about previous ownel(s). Find out tle number of previosi
owness. Ideally, a two-year-old car shédihave one owner, and a
five-year-old car lsouldn’t have more than two ownes: If it has more
owners, it may be a warning sign. Beare d missng or inonsistert
sewvicerecords.

Do your homework. Reseach everything alout the vehicles you have in mind. Read up on current
tradein and market value, safdy ratings, consumerand professionhreviews of the vehiclesthe
options, mil eageadustment, and condition of the ars. (Carfax)

Investigate the lease and rertal market. There are many excdlern leasereturn @rs on the used car
market, especially cardriven ly an individual for persna use, @in a compay.

Get everything in writing, egecially price, £ms, repais, and/or tade-ins. This shdd be cleary
written into the sales agream.

Make sure youcan afford to own the car once you havebought it. The True Cost to OwrfTCO)
takes ino account al ownership and opetion costs for five years, giving the breakdoveaby year.
If possble, reseachthese costs atfne Intemet. The purcheepriceisthe tip ofthe iceberg, anthe
TCO rewdsadl costs sucha

Depreciation
LoanAnterest

Taxes ard fees
Insurarce premiums
Fuel costs

Maintenanceard repairs
asociated wih  buying, owning,
ard opgating aca over a five-
yea period
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Vehicle Loans/Leases:

When you chosea car, you ao chosehow to pay for it.

With a |oan, a bank or lendeadvances you the moryeto pay for the @r, and you repg the principal plus interstin
monthly paymerts, usidly over a time period of 3 to Sewss.

If you donat keep up with gur paynerts, the lender and or bank can regmssthe vehcle and keep 8 paynerts tha you made.

Spedal deds from deders:
Car companigperiodically offer very low financiarates to promde sales. Sometimes thget as low 82% or 3% provided that theese
no stings attached.Read dl agreenens carefully.)

With a |ease you m&e monthly paymernts for the leaseperiod, usually 3 to 5gais, which gives you the rightio usethe car. Whernhe leasse
ends, you retim the car, buytiback fromthe leasing companfor the price secified in the kase agreerert, or occasionally extend the
leasea morth at a time.

With alease, you dohn own the ar, so there’s no resale value ashdre is with a car youbuy. But, you are paying only part of the
depreciation or Issof value.

The apped of leasingis the low intial costs: Usually yopay a leasing fee of $500.00 or $8, depending on theat Plus, you pay one
month's payment, one morih as a seculy depost. If you’re returning a pevious lease vehicle you mg be ade to avoid thee fees
altogetter. And tere’s no up-fronsdestax. However, you maydecide to buy it aftethe leaseagreeren isdone So findout up front vhat
thosecosts woulde

Adopted from: The Wall Streetodrnal Gudeto Undestanding Pesonal Finance 1997 apyright

Buying Tip:

You should alwayseaal any loan or leese agreerernt carefully before you sign. B
sure you undetand the specifi detail s/fine print.
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Comparison of Travel Options
The chart below compas¢he cast of different forns of trarsportaton, as well as seeral other relearn factors tha may make that form of
travd impractical. Thisinformation will changdrequently and &tually values will vary for each individual.

Vv Values Information for Comparison Chart

For this example the loan is for $5,000 ($150 month). Financed automobiles require full coverag:
insurance.

Vehicle maintenance is estimated at $100 per year for tires and $25 every three months for oil ch
maintenance,

Insurance is estimate at $40 per month and $80 per month for high risk or full coverage.

Fuel costs are estimated at $3.50 - $4.00 for a gall of gas, with a vehicle that achieves 20 miles p
Travel times are estimated for traveling 60 mph, and will vary by area.

Bus times are estimated on Boise bus routes.

Available hours for buses will vary by route.
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Mode of Travel | Monthly Travel Travel Time One Avalilability by Avalilability by Comments
Expense Way (in minutes) area Time of Day
Mileage 1-Way | 1 5 10 |20 1 |5 10 | 20
Walking 3 mph | O 0 0 0 20 | 100 | 200 | 400§ Everywhere 24[7 Can be combined
with the Bus
Bicycle 12 mph |0 0 0 0 5 |25 |50 |100f Everywhere 247 Service
Bus 70 |70 |70 |70 |4 |20 |25 |50 | Treasure Valley, 6 AM -7 PM Indirect Routes
CdA, ldaho Falls, Frequent Stops
Pocatello
Ride Share 75 |75 |75 |85 |5 |10 |20 |35 |Limitedto Treasurgq Based on Other May include other
Valley Riders pick ups
Co-Worker 0 0 0 0 1 |5 10 | 20 j Everywhere Based on Other Availability and
Family Riders cost may change
Taxi 176 | 480|840 | 162041 |5 10 | 20 j Everywhere 2417
Automobile
Basic 77 |95 | 130|200 1 |5 10 | 20 J Everywhere 2417 Liability, gas,
maintenance
With Financing | 267 [ 295|330 400 J1 |5 10 | 20 J Everywhere 2417 Full Coverage, gas
maintenance, loan
payment
Poor Insurance | 117 | 145|180 | 250 |1 |5 10 | 20 J Everywhere 2417 Liability, gas,
maintenance
SR22 Insurance | 217 | 245|280 | 350 1 |5 10 | 20 J Everywhere 2417 Liability, SR22,
gas, maintenance
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Reading a Bus Stiedule Worksheet:

Eugendsreyhound Bus Schedule

Arrivals Departures

From Time To Time

Los Angeles | 7:00 am | Los Angeles | 5:30 am
6:00 pm 10:15 am

San Franciscq 8:00 am | San Franciscq 5:30 am
6:15 pm 10:15 am

Sedtle 4:30 pm 2:00 pm

Olympia 11:00 am| Sedtle 6:45 am
4:30 pm 11:20 am

Portland 8:15 am 4:50 pm
11:00 am| Portland 6:45 am
4:30 pm 9:15 am

Salem 8:15am 3:25 pm
4:30 pm | Bend 8:20 am

Bend 11:15 am| Salem 9:15 am
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Understanding Chapter 7: Transportation

Using the schedule above, answer thdollowing quedions:

1.

2
3
4,
5
E

When does thebus arive in Eugene from &ttle?

. When does the firg bus from Porthrd arrive in Eugene?
. When does the firg bus leave Eugene for Sandfcisco?

When does the lasbus fromLos Angeles aive in Eugene?

. When does the seond bus from Portird arrive in
ugene?

8.
9.

10

Wha is the firstbus to arrive in Eugemeach morning?
Wha is the lasbus to arive in Euger each day?
Wha is the firstbus to leave Eugereach day?

Wha is the lasbus to leave Eugereach day?

If I arrive in Eugene from Bend, can kea bus to Séem on

the same ag



Self-Care

Are you avare that ypur physic hedth can hae a profound impact onoyr transition from prisorback to
the community? When you are tired or run down and‘tdieel well, youare not motivated to tke the
necesry stepstowards geting your life on track.

Similar to yourphysical health, youmental emotional well-beigand spiritual healtrare akoimportart. Being
in tune wih your emotons and thinking paterrs play an imporart role in your swweesgul trarsition back into
the community.

Self-Care equires an awarerssof your life skills. Think about how you cope i certain situabns, how you
solve problers, and how you conmunicae with othes.

When wetalk about Self-Cae, it is important to undersand that this topic is abouhe “Whde Persor?’. We
are comprised of four parts: &physica body, the emotional/feeling stagthe nmertal/cognitive functioning,
ard spiituality. Eah of thesewill be dsaussed in this chagt, which wil aid you as younavigate the path of
your transition from inarceration to the community!

Emotional
Feeling
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Physical Hedth
Diet and Nutrition ar¢he first step. Eat a variy of foods— focus on vegetabsefruits, and wholerain products in
addition to potein sourcs.

Learn to prepare simple, heajtimeds rather than relying on fast fodeke out.

If you think of something as juriood it probaly is!

Read food labd. Select foods that are low in saltard sugar and low in saturatéat with no trans fats.
Flavor enhancing ingreelits like MSGand pre®rvatives do notadd nutrition to your food.

Drink plenty of waterard limit soca ard caffeinatedirinks.

Thesethings are especially impaatt if you have childrensince goodeaing habts will prevert childhood obesy that
will stay with them throughadulthood.
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Wherever you live, tlere are canty extersion offices or local collegstha offer classes on nutrition and
cooking if you wart somehdp in this area

Benefits of Good Physca Health:

Rdaxes musdes where tension leaccumulaed
Improves heath and endurance.
Cleass minds ard improves self-image.

Buildsresisarnceto fatigueard illness.

Keys to a Hedthy Mind

Be responsible for your own self-talk, emos@md outcoms.
Our thougtts control our actiosand we can chagehow to think.
Choosehow you letstress affiect you.

Negative thinking is a heavyurden. It literally bendthe bodyard drains
enery every bit as much as carrying a heavy weigh

Control mental stres ard musde tersion by reognizing
ACT instead of REACT

Lifelong Health Concerns

Find aprimary care physiciansothat you hae a medcal professonal you can turto for regular chekups and
illnesses. Estadish yourself wih a medcal provider who $ aware of your medcal history, your addiction
history, if necessary, and your family medcal history so that you can beeted propery. Marny offendes do
not believe they can dbrd reguar medcal careand wat untl they have a nedcal crisis, which mears they erd
up in the hospital emergency room. Lotk employnert that offers medcd insurance, so that you catas
hedthy. A lower paying job with benefts might be prefeable toa higher wage with no benefits. Find out &t
kinds of free or reducededcal and dental are fees are availalde in your community.
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BEHAVIOR RISK RING

Here are some things ya can do to Tenorsm
reduce your risk of disease or healh Trace Chemical Expoire
problems: e Arsenic
y . Smoking Perchioroethylene

Get perty of rest. 6 to 8hours per night is what the M&n otttk
average erson nees.

Attributed to Nature
Wash your hand frequenty to prewert the ‘ : m,,“"*' ; Failure to Use
Spread of germ Smoke Detectors

. . | v >, Asbestos
Do not return to chewing tobacco or smoking Wedica
cigaretes. Enors Medication Erors
Check your cholsterol ard blood presaure reglarly. : Shokeless Tobacco
If the tests are abose normal, followthe treamen '”,’,,fm"“- b
program your radcal providerrecommend. Al Fgrms of Pollution
Alcohol
RISKOMETER.org American Council on Science & Health lonizing and UV Radiation
7-19-2012 )
ry
Passive Tllicit Orug Use
Smoking
Fireatris Sexual

Behaviors

Treating high lbod presaure helps prevent hée problens and grokes.

Maintain a health weight. Being overweight inceases your sk of devdoping diabets, hypertension, and high
cholesterol, which increassyour risk of har disesse.

While on supervision, follow your RPs directives on whether or not you may consuattahd.

Make reqular physical activy part of your routine. Walking @much as you can iagood start! Yard work, playing
outdoos with your childen, playing sports, ogetting involved with a communrty gymare dl good optios.

If you hare questios or concers about immunizatios once you ae releaed you can contet yowr hedth care
provider or dy or county helth de@mntmerts. The 2-1-1 @reLine may alsobe alte to assstyou with a referal.

As you age, your physithealth neeslwill changeso be preparedybhaving regular het monitoing. If you are leaving
prison on redcation, be sure that younkw what your nedcations are and when tatake them.

Additionally, have a plan for where you will get your medication framd how you will pay for it. There are mary
medcatiors that require you to & blood wok done in order to monitdhe leve of the nedcation in your blood.

Ask your institutiond heath provider to explain your etications to you before youdave so you know \a to expet
when you hge to be responsible for taking youmedcation.

If you @amot afford your madcation, cll the 2-1-1 Care Lin® see if there are astance prograns available to help.
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Dealing with Sexually Transmitted Diseases:

The term SD (sexudly transmited disease) 5 not specifc to any one disease butrepreserts more than 25 infeimon
organisms spreathrough sexual actity andthe digase symptomthey @ause. STDs are almast always spread from
person to person by sexual contact. Some ‘SHth as Hepatitis Bard C, virus infectionsand HIV infedions are
also spread P blood-to-blood contat particularly arong intraverous drug u®rs through ontaminated needte
Pregnan women wth infectiors may pass thi infectiors to infarts before @ during bith andthrough breastdeding.

If you are afril you might have a sexuby transmitted disease, have questigrabout tets or treatnert, or need to
find a dator or clinic, call the National STD hotline at 1-800-227-8922. Trained hpaiflssionals are available to
answer your questions and provide referrals 24 hours a day, seven days a week. All calls are privateapédrsonal,

Returning to the community is a good time to begin practicing personal sdsifipn Do this for yourself, for
anyone you consider a partner, and for your children or future children. riregriiom sexual activity or using
a barrier method of protection are two ways to protect you from STD‘s and unplanned pregnancies. Whether
you are involved in a long- term relationship or engaged in a casual encdumfeoténtial for an STD and/or
unplanned pregnancy is always there. The 2-1-1 Care Line or your local heaith chst be a resource for
information on preventing pregnancy or STD"s.

Dental Health:

Remember tdollow thesetipsto maintain a bdthy snile: Brush your teeh caefully at least twice every 24
hours. teally, you should brsh after every med. At the vey least, brushonce a dayand alwaysbefore you go
to bed.

Floss your teeth daily. Flossing cleans those areas Check your gums regularly for signs of disease, wh

your toothbrush can’t reach. are red puffy gums or gums that bleed even slightly
when you brush or floss. Notify your dentist if any «
these signs appear.

Don’t smoke or chew tobacco. It promotes serious Eat a balanced diet.

dental problems such as gum disease and oral can

If you wea full or partid dentues, clean yur dentures dayl. Be sure taemove stainand paque hat
may build upand irritate you. Alsoremember totake your dentures out tven you sleep to help your
gum tissue gay healthy.

See yur dentst regularly for checkups and professional elmings. In some conmunities thereare
sdhools for dental hygenists that dier teeth cleaning aaminimal cost.

__________________________________________________________________________________________________________________________________|
Although you may be on a constricted diet due to limited funds, fresh foods such as fruit and vege
relatively inexpensive and are the best source of nutrition for your money. While they may appear che
shelf, foods with extensive processing, that are full of sugars and preservatives, can do more harm th
the long run and cost you a great deal more latermedical expenses. Our bodies are between 55% an
water, so be sure to drink beween1/2 and 1 gallon of water every day!

“Did you ever stop to taste a carrot? Not just eat it, but taste it? You can’t taste the beauty and energy of the
earth in a Twinkie.” -Astrid Alauda
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Eating Right

A healtty diet isthe building block of dealthy life. The illustation below shows thbasic food grous
necesary for good nutrition.

STEPS TQA
HEALTHIER YOU

MyPyramid.gov

GRAINS VEGETABLES ERUITS MILK MEAT &
BEANS
Make hdf Vary your Focwson Get your
your grains veggies fruits calcium-rich Golean with
whole foods protein
Eat atleast Eat more dark Eat a variety Go low fat or Chooselow-
3o0z. of whole- | green veggie of fruit. fat-free when fat or lean
wheat grén like brocooli, you choose meds and
cereas, spinachand Choosefresh, | milk, yogurt, poutry.
breads, other durk ledy | frozen canned, | ard other nil k
crackers, rice, or| greers. or dried frut. products. Bake t, broil
pasta eery day. it, or grill it.
Eat moe Goeasy on If you dorit or
1oz.isabout orang fruit juices. can’t Vary your
1sliceof veggies like consume rihkk, | Protein
bread, about | carrgs or chose routine-
lcupd swed lactose-free 0 | chosemore
breakfast potatos. other calcium | fish, beans,
Cereal, or v, sources sth pes, nUtS,am
ﬁlég o(fezgk%crl Eat moredry as fortified | seed.
ot bears ard peas foods  ard
' like pinto beas, beverags.
kidney bears,
and kertils.
For a 2,000-calorie digyou needhe amouts bdow from each food group. To findhe
amouns tha are rght for you, go to MyPyramid.gov.

115|P age



Grains Vegetables Fruits Milk Meat/Beans
Eat 6 oz. Eat 2 %2 aps Eat 2 zips Get 3 wps Eat 5 %2 oz.
every day every day every day every day; for every day

kidsages 2 to
8it's 2

Find your bahnce between food and physica
activity.

Be aure to stg within your daily calorie neds.

Be physically active for atéast 30 minute most
days of the wek.

About 60 minutes day of physical actiiy may be
needed to gevert weight gain.

For susaining weight loss, deast 60to 90
minutes aday of physical activiy may be
required.

Know your limits onfats,
sugas, and salt (sodium).

Make most of gur fat source
from fish, nuts, and vegetaél
oils.

Limit solid fats like butter, stick
margarne, shortemg, and lard,
aswell as food tha contain
these.

Checkthe Nutrition Factsdbel to
keep saturatedats, trars fats,and

Children and teenageshould be physicall sodium low.

active for 60 minute every day or mast days. Choosefood andbeverages lav

in added sugar Added
sugars contribute calogevith
few, if any, nutriens.

The Right Tool To Balance You Diet

You probably aleady use the Nurition Facts &bd in some way, maybe toheck calories, fat, or sodium
conert. But, the nore famliar you are with the information, the rare you’ll wart to use it daily to ersure
you’re eating dealthy bdanced die

Use the &bel when you shop, as you plan youredas, and a you wok each day. The label makeit easy ©
determine the amount of nuterts you’re geting and to compare erprodict to another. Strive for a di¢hat
emphasizes fruits,egetables, whole grains,fat-free or low-fat mik, and mlk products. Inaide lean neds,
poutry, fish, beas, ard nuts. Chosefoods thatare low in saturatefhts, trans fats, cholesbl, sat, and added
sugatr.

Regular physicd activity is imporart for your overd health and fitness. It ao helps you ontrol body

weight by balarcing the calories you take in from foodtiwithe calories you expeneech day. For nore
information vist; www.hedthierus.gowlietaryguidlines
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Mental Well-Being

Your attitude will make or br esk your release plan The Attitude:

atitude wih which you approach life g ultimately the key

to your swecess. Awarenes of your attitude in ever A stateof mind or a éding;
situdion youfind yourself in will afect the quality of your disposition.

life and the relationships you havetlwbtherpeople. There
are decisions and oucomes in life over which you will have
absolutely no control; gur attitude & not one of them. You
do have control over your attitle Choosing a positive
attitude can @de positive optios. It’s your choice.

Attitude
By Charles Swindoll

“The longer I live, the more I realize the impact of attitude on life.
Attitude, to me, is more important than facts.
It is more important than the past,
than education, than money,
than circumstances, than failures, than successes,
than what other people thin, say or do.
It is more important than appearance, giftedness or skill.
It will make or break a company...a church...a home.
The remarkable thing is we have a choice
every day regarding the attitude
we embrace for that day.
We cannot change our past...
we cannot change the fact that people
will act in a certain way.
We cannot change the inevitable.
The only thing we can do is play the one string we have,
and that is our attitude...
| am convinced that life is 10% what happens to me
and 90% how | react to it.
And so it is with you...we are in charge of our Attitudes.”
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Thinki ng

Your attitude is influenced by your thougland yourthougtts control your behavior. When you take charge
of your thinking you can control the ressibf a situation.

Your thinkingtells youhow to react or respond. Think @i aroad nap, whether it is a map someone driaw
you or one you can purcémat a gas stain. Each s an atemptto tell the tuth. Astime progresss, new roads
and buildngs will be costructedand othes will be brn down. You wil need an ugeated map to reflet the
changes. Not dl maps are the same.

Now imagine the road map as a mind map and look at our mapslima siml ar fashon. All of ushave a map
that has been ifluenced by caregers, eaches, famly and friend. Your maphas led you but perhapyour
mind map $ outdaed, inaccurate,and keeps leading you tanfavoralle destinatiors. Therefore, it mg be time
to change gur mind map. Change s difficult for everyone but it is possible. Youwarein chage

of your mind map. Orce yourecognizetha youhave afaulty map, you can beig to change it.

Your past reveas patterns. Unlsesyou make some changjeyou mg predict the same problesnthe sare
behavors, and the sara outcomes. Thinkingabout your thoughts is a skill and a skill becomeshabit by
consisen practice. You can learn how tdhenge your thougts to bring about a positiveutcome. In order to
think and behave differengl you must take a look at gur paterns of thinking (mind map). Remember a time
when you overreacted to awsition because you din’t have dl the information @@ misinterpreted the d&sil s?
More than likely, therehave been numerostimes; perhaps younave lost a relationship or twdecause of a
misinterpretaon.

When we receive igimation we attempt to make sense of it. Sometimes youd firstand think later if you
perceivethe informatio as inaccurate or hurtful. In order to change thiyou must prectice usirg an inemd

dialog (self-talk). Ask yourstl (1) Do I have all the information? (2) Do | undestard the information? (3)
How do | fed about the indrmation? If you practie asking yourself thee questions you mabe alde to
change your interhalialog and makebetter decisiors. As you makebeter decisiors your life will improve.
You have absolué control over your thinking and behavior.

You have thoughs about your surraudngs,
obsvatons, loved ones, and fute, that are bth
positiveand negative k day. As you are reading or
listening to ths, you areinterpreing the inbrmation

ard trying to make emseof it. Situaton Thougls

As you begin to manage your thinking, stequally
importart to pay attention to pur feelings. Feeling
play a crucilpart in how younterpret the mesages
you receive.

Outcaone

As disassd ealier, you my fed hut, 7 Results Feelings

embarrased provoked o upsé¢, and behave
impulsively in a situaon. The more induch you
are with your feeling, the better equpped you will
be to find a solution. Apn situation can & \
considered a problem, onapportunity, based on
how you tose to interpret i. Adversity is your Behavior
opportunty to showcaeyour ahilities.
118|P age



Mental Well Being/Thinking Summary:

1. Maintain a positive attitde soyou can ceae responsible otcomes.
2. Mind maps can lead you toavd or awg from freedomand the things you say you value the most.
3. Pay attention to your thougband feelings so you can learn teespond differently

Healthy Persanal Boundaries and How to Establish Them

Learning to set healjtpersond boundariess necesaty for maintaining a positie self-conep, or self-imagelt is our
way of communicding to others that @have selfrespect, self-worth, and Winot allow othes to define us.

Personal boundarieare the physical, emotional, spitual, and rertal limits we estadishto protect ourselhsfrom being
manipulated, used or violated by other They allow us to separte who we areand what wethink andfeel, from the
thoughs and feelings of others. Their peserce hels us express ourselsas the uigue individuas we are, wile we
acknowledgethe same in other

It would not be possib to erjoy hedthy relationships without the existerce of persmd boundaris, or without our
willingness to canmunicae them drectly and honesy with othes. We mustrecognize that each of us is a unige
individud with distinct emotions, neesjand preérences. This is equalf truefor our spouses, children, and friend

To set prsond boundarie means to presee your integrity,take responsibilty for who you areand to tae control of
your life.

Know that you have a right to personal boundares
You not ony have the right, but you mist take responsibiliy for how you allow othesto treat you. Set
' clear and decisie limits so that othexwill respect them,and then be willing to do whatever it tek

erforce them. People who Yxawe&k boundaries themselséend to violée the boundarisof others

Recognize that other people’s neals and edings are not more impottant than your own.

[ 4
Learn to say, NO

You donot doanyoneary favors by trying to pkease others atour own expense.

Identify the actions and behaviors that you find unacceptala.

Let others know when tlyéve crosedthe line, &ted inappropriatel, or disrespeted you inarny way. Do not be afraid
to tdl othes when you need emotiohand physical space. Allow yourself to be who you really withou presaure
from othesto beanything else. Knw what ations you mg need to tke if your wishes aren’t respeted.

i

Trust and believe in yoursdf.

You are the highst auhority on you. You know yourself besYou knov wha you need, art, and
value. Dn’t let aryone ete make the decisi@for you without your pmisgon. Healthy boundaris
' make it possble for you torespect your stergths, abilities, and individidity aswell asthoseof others
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Mental Health

Just as the body can develop physical ilssor li mitations, wheh require medcation, so can the mind. We think nothing
of taking nedcationfor the flu, ye& we hesitée to take presaibed nedcation for our nental hedth. If youhave been told
you ma have a nmertal health saue, or if you recgnize a nmertal health problem, it is impatt to seek help from a
medca doctor, psychobgst, psychiatrist, clirgd, or someone skilleth dealing wth mertal health.

It sometims takes time to findthe right dose for medcation. Do not be discouraged and_do notsdf-medicate.

Continue to wok with your health areprofessionbuntl the bestresults are olteined.

Once you beginfeeling beter, you mg beginto think you no longer neeithe medcation. Youfeel beter beausethe
medcation is working. Sometime peopk take themselve off their meds beausethey fed better. This$ dangerogto
do ard can have negative resulif you believe you no longeneed your madcation, talk to your healthame
professimd and follow their instructions.

Depression

Feeling“down” from time to time $ normal. Feelingdowr dl the time Bnat. You become depssed beauseof things
that happen in your life, such as$wf aloved one, losing your job, or losing ydueedom when et to prison. For sone
people, not ecomgi shing life goals can lead to deprass. Physical illness cansadlead to depression. Some tgud
depresson run in families as well. Depression &cts people of dlages,races,and social clases. For some, it will be a
one-time eert ard for others it marecur.

Symptoms of demsson:

e Persistent sadness, anxiety, or “empty” mood e Unexplained weight loss or weight gain

e Feelings of guilt, worthlessness, helplessness e Thoughts of harming self or others

e Loss of interest of pleasure in hobbies and e Restlessness, irritability
activities that were once enjoyed e Persistent physical symptoms that do not

e Difficulty concentrating, remembering, making respond to treatment, such as headaches,
decisions digestive disorders, and chronic pain

e Decreased energy, fatigue, being “slowed down” e Feelings of hopelessness, pessimism

e Insomnia, early-morning awakening, or
oversleeping

Depressions normdly a \ery tredable illness. Mdcations, counselingand lifestyle cianges can help to
relievesymptons. Depresson is made worseby the wseof alcohd or drugs to self-medcate.It can become a
vicious circle of sufering.

If you have symptoms that last for days at a time, you need to consult with a physician to determine the
cause. Sometimes people consider harming themselves because they see no other way out of their situation
It is important to seek help immediately.

As Americans, we agree that all people are equal. Still, we find we sonr
feel less valuable than others, confusing superiority with authority. Th
happen with professionals such as professors, lawyers or doctors; and so
we even feel like we are worth less than people with great material wealt
need to remember that, while some folks can have authority in an aree
they have great knowledge or expertise, they are still equal with similar
desires and struggles.
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If youtake medcaton, it is imporart tha you t&ke it consstently and & presaibed. Do not mssdoses. Do
not take more or Bsthan prescribed. Although this cagas difficult and annoing, it is imporant for your
well-being.

It is also import tha you know where to gdo obtain your nedcationand lab work when youare
released Do not wait until youare rekased to figire thisout! Have a plan so theremo lapsein your
medcal treatnent. Know your provide nameand phone number.

Emotional Well-Being

Emotions: The Outwal Manifedation Of Internal ledings

Emotions are a part of our life.

How we eact to our emotions can detmine the diection of our Ife path. Ourfeelings are neither ‘good’ nor
‘bad’. They areinternal sensatins created from a respeato an external stimufult isour reaction that is
importart, ‘how we deal wih ourfeelings’. Emotional well-beig (emotional bahrce) will help s gain
control overour lives. When emotionabdanceimproves, ourreasoningarnd our belief system wi improve,
leading tobetter decision-making anbetter consegerces.

Fedings

There are four primary fedings:

Sad, glad, afraid, and ad We firstrecognize thdeelings/emotons, ard at that point we generglto notpay
attention to the thinking. t(ls al abouthow we feel.) It is impow’rnt to pay attention to the édings, sowe can
recgnizethe thinking that gotsithere. Awarengsgives us the abiliy to choose.

Exercise: My Personal Stressors — listthe itens that ause strasin your life andthe best way
for youto ded with them or to redcethatstress. Think of ways that worked well for you in the
pag.

| My Stressor Stress Redicer
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Feelings + Thinking = Attitude = Behavior

Procrastination is stressful; Do what needs done, when you are supposed to do it.
Don’t rely on memory, make a list

Surround yourself with positive people

Don’t just put it down. . . put it away

Be more flexible

Laugh

Be prepared to wait; take reading material or something to do while waiting
Have patience

Plan and prioritize

Take a “time out”

Systematically relax your body

Forgive

Seek to understand

Listen and learn

Distinguish between “want” and “needs”

Start earlier; it often takes longer than expected

Get plenty of sleep

Relax and participate in an activity that you enjoy

Develop an attitude of gratitude

Lose the attitude of “entitlement”, life is more than just about us

Be pro-active, problem solve. When you make a mistake, fix it quickly
Have aenuine concern for others and for your community

Leisure:

The amount b “leisure” or “free time” varies from person to persoard from life situdion to life
situation. Regardless of your lifewsdtion, it is imporart that you make some tinfer “healthy and legd”
leisure activities. Healthigeisure activities can provide relakan and redce stressors in your life. This
helps you both mrtaly and physicall. Leisure activities done wi others can feter healtly
relationships.

Develop an attitude of Lifé&ong Learning. This begirs with an attitude tdearn,and resutsin choosing
behavios that promote laming. Learn computer skills. Take dges through local college or
communty education progras Many low caost activities are available; you gt need to sp, think,
plan, anddo.

Something ive always varted to ddout neverhavedone:
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| Low cost leisure activity

Practical Application

Public recreation - Ride bike
Hike
Tennis

Healthy lifestyle

Take a low cet communty education
“Learn to Pain” class.Paint aleast
twicea week for an hour.

Creativity— Meeting new people
Learn to paint

Visit the library— read books, magazines

Self improvement
Relaxation

Choosetwo activities and fill in the box below

| Low cost leisure activity

Practical Application

My Plan:
Leisure Activity Goal:

Action Seps:
1.
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Conflict Resolution:
e Resolving confict will help maintain emotional health. Heaee some suggions:

e Don’t fight to win. Nobody wins. Remember youare fighting to solve th problem, notto
win. Be willing to negotiate or gavin when necassry.

e Be sure that you undeasti exatly wha the problems. If you are not sure why yoare
having a orflict, disaussit.

e Take care of the problem when it cang. Don’t let it gettoo big to tandle. Even if the pblem
seens smdl, if you don’t ded with it whenit happes the problem wi only get bigger.

e Don’t blame othes for problems youare having wih someone elséf youare mad at gur brother dont
yell at yourbestfriend. Directly tell each person whasibothering you.

e Think bebre you speak. If you ganean thingsto your family and friend or speak arcasticall to them
even though yoare just teasing, you ae really hurting them.f you have something catructive to sg,
be suire to sg it in a way that will be hépful not harmful.

e Never strike another person to get yourywRhysical violerce or abusdhitting, punching, kicking,
shaking, or lmpping) is NEVER acepable behavior.

e Try writing down your feelings. If the person that you afeving a @nflict with will not dsaussthe
problem or yoware not comforade enougtto talk to him or her about, write a leter. You can decide
later if you want to mai it. Even if you arenat able to talk it over wh another person you wil
undestand more about how you feehen you haveeal your own word.

e Listen to vha the oher personhas to sg. Each person involved tghis or her own point of vieward
shoud have the chaoeto expresit.

e Whenthe fight isover... drop it. Forgive and forgd. Don’t keep bringing up the fiht or hold orno your
angeroncetheargunert is over, even if it wa notresolvedthe way you vanted

Spirituality

When we speak of spirituality, evae NOT referring to religion. Spiritualty includes topics seh as our
conscience, ouresse of peace, harman our knowledge ofhaving a soli (life esserce or life energy), and our
ability to sersewhen somethig isn’t right, or when dangesinear. Some people sigibe this as intuition.

Our spiritual side is intangible and impaclisaur life area. When dsaussing ths topic, it is \ery
importart to learn how tgay attention to our intuitive sensd~ar example, we tend tonkw when
situaions aredangeros for us, but we dorit know hav we know that. We heae a sesethat somethig
isn‘t right. That is our intuition alerting uso danger.

Many words and phrases daribe spirituality. Some ofhtesewords ard phrassare gace, paceof mind,
balance, aesseof wdl-being, harmny, apositive attitude, ecegance, connection to others Mefor

others, compason, understanding, empathy, morality, values, purpose, meaning, a clear- conscience,
non-judgmental, selflessness, and honesty.

Aswe reviewthe importainceof self-care, we recomend you pay attention tohow bdanced you are inliafour
areas. If you are ouf ®alarcein one aea youare out of bdancein the otheffour aess. Forexample, if you
are angry with someone (feelings) you are not able to think clearly (healthy mind/ cognitivé)ogpus tense
and stressed (physical), and your spirituality is negatively impacted.

This creates confit within yourselfand shoud be addressesb you dont make poor choices you will regre
To be succssul you needo strive for bahrnce in
al the life aess.
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Understanding Chapter 8: Health

. Name 4things thatare imporant for your physical kdth.

. Namethe five basic food groups necessary for good nutrition.

. What strategies can yoseto change your attitude?

. Whatare some signs of depression?

. Listsome stresreduers that you can use.

. Whatleisure activities can you ddn&t are low or no cd8
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Just as you had tadustto life in prison, you wil haveto adustto life as you return to a fee world. You
cannot epect to fed comfortabe in the real vorld for quite a while,but the following suggestiawill
help.

Begin by appreciating the smathings that othes take for granted- such & privacy, being able to come
and go & you please, etc.

Avoid talking about life behind bas as your only consrsationtopic, practce making smb talk
about daiy hgppenngs instead. Begin visualizingpositive ways to eact to possible solutios

Don’t try to catch up on what yduave mised you cannot relive gt time.

Be patient — know that you hee to take small s¢ps toward anew way of living.

Gradually you will feel more“here” than “there”(prison). l'"— W
J"'

Tips for Incar cerated Parents l = ’,‘\

sy
Establish and maintain a positive relationship with the - f vf"\w
other parent of your child. Even if your relatioqshas ‘-“*_‘jj' e " &
ended, try to find ways to connect respectfully fier sake e : ', , i : ’}" \

of the children.

Make a plan of how youcan conned with each of your
childrenand follow the plan

Be honest with your childrenregarding why yoarerft living with them, but respect their ability to
understand, depending on their age.

Let children know how important they are to yoy but remember &y may not eassaily respondasyou
might wart. They may be angry becaayou did somethingrrong andcannot be there vii them.

Be prepared to make amends and sy you are sorry.
Take your time. Dorft expect big changes from faipmmembers overnigh

As much as possible, findvays to support your children emotionaly, financilly, and spirituay.

Be consistentin your approach and contact scheduleYour children needo beale to rely on you tocdl or
write regulrly.

Observe family celebrations specal occasios,and cultural events from the inside.
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Make gifts, if you are able using the classroom, cargign craft, or metal shop.

Create a gameo play long distance.Read the same booketphare reading andlk about it. Make up a
story for the chi dren to finish. Draw mituresandmake theminto acooring book thatells a story. It may
help if threy have a stified animato hug ortalk to when tley missyou.

Focus oncleaningup any outstanding legal problemd$efore yourelease, espeally thingsli ke unpaid fines

and tickets wheh can affectour driver‘s license. If you have coudrdered ciid support obligatios, contact
the chld support offcerassigned to your case.

Develop a realistc plan to reconnectwith your chld after you eereleased.

Connect with others inside who share your situatiomsa parent behind bars tngto conrectwith their
children.

Don’t be afraid to ask for counselingfrom the facility merdl hedth clinician, clagain, or your
caseworke If possibletake some timeto read and learn about becoming a better parent.

Rebuilding the family can be likened to a spider’s web

“Although it is made of thin delicate
strands, the web is not easily broken.
However, a web gets torn everyday by
the insects that kick around in
it, and a spider must rebuild when it
gets full of holes.”
-E.B.White

Long-lasting relations are valuable to us because in them we learn a great deal about ourse
others. A commitment to long-term relations shows our character, integrity, tenacity and worth

“The value of a relationship is in direct proportion to the time that you invest in the relationship.”
-Brian Track
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Seven Characteristics of Strong Families

The followingare simple reminderas to wha is imporart in keepgng a famly strong You arert expeted to
have d chara&teristicsin yourfamily, but kegn by conenrating on one or two:

Appredation - At least once a week show appreciation to your children or sawhen they are being good or
you see gur relationship growing songer.

Democratic Dedsion-Making - It is importanto involve dl membes of thefamily in makingdecisionrs.

Flexibility and Openness to Change- Change is unavoidable.

Communication - Famly members shargheir feelings, hopes, dreams, dass, joys, ®rrows, experences, and
needs. We communicte by ou words, with our bodiesand by our behaior.

Shared Values- Values provided drection and meaning tofeé — Parentdave to knav what they expect of ther
childrenand how to communicate thclearly.

Quality Time Together -The family bond b valuedand efforts are made to m&e time for family activitiesard
interaction.

Connection with Others - Building and maintaining supportivelationships betwen family membes ard
others in the commutyi helps faries cope wih stressarnd crises.

Source: Bulding Family Strengths: Add Kit for Families— University of Minnesota Extsion Serve

To love ahers, we
must fir st
learn b love ousdves

Anonymous
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Family Relationships Change

You can’t expect to justwalk back into a family’s life without adustments on bath sides. A partner my
have learned to do thirggaround the houes(budgeing, gocery shopping, car repairt@) that you ¢l
befae. Orceyoureturn, who dosthem?

Children may get wal to living without their mom or dad. You ma be regected as a
disciplinaran/parent or rie model beause of your -ex-corl statls or just be@use you haven't been
around. Famhy roles and responsibilitemay have changd

Your children aren’t the same as when you left- dortft try to treat hem the way you did bedre you
left. You an't treat a child like you would an infgror teenager like you would a child. Shoauy
children that you care about theieed, are inteestedin what they are dong, and that you are willing to
spend time wih them.

A divorce or child custody proceeding may have accurred ard can signifiartly affected thefamily as
you orceknew t.

Your relationships with your parents will change or maybe alrady has changed bexseof aging.
Show your family that you understand how you have hurt them

Allow membes of your family to share paiful memories with you.
Admit you were wrong.
Ask for forgiveness.

If asked alout your incarcerabn, answer questons honesgl. Do not tell people it was “no big ded.”
Acting -tough about your expience does a ®rious disservice to yourfamily and friends. Let them know
thatbeing incarcerated is

no way to spend your life. As youdiamily leans to trust yu, they will be alte to start treding you like
your crime and imprisonent didn‘t hapgen

Reflections:
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Your Parents

Will you beliving with your parets following release? Is their adwancing age becoming actor in your
relaionship wth then? If so, it s essntial that you prepare yourself for a charggimore supportive role
with them. You mgeven find wpurself caringfor other relativesind friends, but it is extremey importart
that you take care of yaself first.

Families are aprimary souce for the care giving of an dér adult. In fact, the Natiod Alli ance for
Care Giving estimatethat one in four houwdwolds are providing care for someone whs at least 50
yeas old andhas a disabling conton.

Will You Be A Caregiver?

Your primary role as an ofender on supervision is to followhe guidelins of your supervision.If your
family has been caringfor a parent or gur child in you abserce, it is imporart that there be &amily
meding, even if by phone, prior tooyr relesesotha everyne undestands wha you are going to be able
to provide in a are taking role Your Supervising PPOiW also need to be included siathey aretasked
with giving your term on supervision the stture thraigh programmingand rules that wil give you the
best opportuny for suceess.

Take ths simpletestto identify your family role upon rekese: »

Will you be providing a homéor yourself and faihy or residing in
someone elsehome or dransitional house?

Will you have responsibilitis at another location (sh as a parers home)
or will youhave ful or part time responsibilitefor childrer?

Will you be providing financial support féamily or childrer?

Will you bethe primary caregiver for your children?

Will you bethe primary caregiver for an elderly parent or relafive

Will you co-parert children and do you plan to be involvedsthod activities,
conferenceor other eerts for the children?

Will you be expeted ly other famly membes to take over a are-taking
role tha they have been providing during your incarceration?

Once you hare had afamily meding with the people who hae sugported your incarcerationytbeing caretaker
for adults or children during youalserce, you wil be ina position to detmine what srvices there mabe
available in the ammunity to assst you.

The 211 CARE line is an importantesouicefor assisting youn providing emotional, finatial, and other

specific ®vices for yourfamily. Be sure to involve your PO and your family in the developrant of this
transition plan.

130|Page



Family Relationships and Traditions

The Importance of Family

Researh tells wsthat the most impaatt thingto a childs well-being isthe paert figure. The caegiver is the
child'sfirst attachnent. Being ale to becloseto another persorsimportart for the childs emotiond hedth.
Trusting someone gives the childenseof stability in ascary world.

Parent figues are imporart to childen’s emotional lkedth anddevelopment. Children need both positive male
and female examplgin their lives. Some psychalgsts sg that the metimportart thing parentifures can do
isto love ther partner. As you kow, howe\er, thisis not always pegble. If youhave agood réationship with
your partrer, work as hard as you can tcelg this relationship.

Parets who are raising children in single pardmbmes can stilhelp her children benefit from havinthe
influence of two parents.

This is true even if the relationshis permanentt broken If the absen parent is inthe picture at all, t@
current parent figure eesto do hsherbestto make him/her gur ally, someone you canosk with.

Even if your relationship wh the alsert parent is liter, you stillhave one thing in common-aviing the best
for your children. This $ the canmon ground from whih you can learn to wrk together. This oten mears
setting aside grudgdor your child's sake.

Failure todevelop a vorking rdationship with the other parent caedd to a \arety of harmful resus for
your children. Theeinclude:

1. Forcing childrento choosébeween two peote they love.
2. Puttingchildrenin the middle of a conflict.
3. Keepng children worriecard insecure.

4. Setting dad exampldor your children's future relationships.
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Maintaining a Good Relationship with Former Partners,\
Friends/Asciates

Let go of a negativpastand look forward to apositive future.

That may man o
longer associating with
old friends who hee not
changed.

If your former

asciates are still usig drugs,
being violent, or &ding, you
need to finchew friends.

Don’t be pulled back into your former lif edyle! Remember that
it’s YOU who comes back to prison!

You can do sexal things to maintain a goodelationship with your formepartnes. Theseare some of
the nore imporan rules to remember:

e Stay in the preent. Avoid bringing up patisues.
e Focuwson the children. Workagether to prodem-solve to helptem.

e Do not be nosybout your former parter's perenal mattes. Do not bring updating or current
relationshi. Do not wsethe kids as spies.

e Do not criticize your former partnein front of your children Try to support your children ihaving a
goad relationship wh the other parerdand any stepparesbecatlsethis is what is best for them.

e Do not wseyour children as go-betweenDo nat have your child carryirg messages or asking for
favors from the ohe parent for you.

e Teahyour childen torespect the other parereven if youhaveisaues with your ex-partner,éach
your childen to show resps ard courtesy fohim/her.

e Trytohave a friendly relationslip with the new parer of your childrers other parent. You do not
wart him/her tofeel constartly threateed by you, as he/she is spending time thi your children and
can help with arrangesnts. You wil prabably need héherhdp at times.

Sometimes we need permission to proceed, but many times we look for permission just to va
wishes (like advise) or get out of an uncomfortable position. When permission is not required, w
Do you actually need permission or are you really looking for approval?

“Care about people’s approval and you will be their prisoner.” Tao Te Ching
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What if nothing £ansto work? Sometims, despite d efforts, some couples just cannot wtwgether. When
this happes, communication mahave to go through a thirdarty. Lawyers, child advocats, and medators
sometime do this. Suwch arangenerts are usudy very expersive and troublesome. Thissinot the best
arrangemnert for raising chidren. To avoid tt8 situaton, do all you can tode your rdationship with your
children’s other parent a positive & possble?

Dealing with Multip le Former Partners

Some parets may have se\erd different former partnes. Thebasic rulesdesciibed abwee still apply in those
situatiors. In addition, although youneed to deal wh each former pamer as an individual, multiple partners
still make it a much greater cheate. Since formepartners can help you suppodwy children, and siceit is
best for the child tohave the infllenceof both parents, it is impait to day on good terms wvth eachother.
Respect for your former parters isthe key.

Even if you do not like them, shorespect for ther time, their privacyand their position athe oher parent§)
of your children.

It may be difficult if one parent and $herfamily visit reguarly and provide fother child and othesdo nat.
It will take a lot of skills as a parent to letchuineglected children know that is hot ther fault and that thg
are pecial and valiable asthe other children.

Voices and Viewpoints

Elvira says ““My in-laws have always treated me like dilSince I’ve been arrsted, ithas only gotten vorse.
Even tlough they have been rgeto the kid, | do not vant anything to do wih them” What do you think
Elvira should do abduetting her kids see her laws?Isthere any way she cary and makethings better?
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The Family Group: In-Laws and Outlaws

Children are emotionall hedthier when they know thg belong to a famhy group. Healthy contacts with
grandparents, auntsncles, cousinsard other relatives give chiten a £nseof security. Belonging to a fahy
group helps chilcen mold their identities. Familgalso can provide syport in times of need.

In-laws also can be a major source adréli ct in marriags. Paens who hase been inarceated my epecidly have
problens with criticd or judgmenta in-laws. You should reeh out ard try to stay on good €ms with all famly
membes for your children’s sake.Of course, youduty is to shieldand protect your children from ary relatives who
may possbly harm them.

Family Traditions

Children asobenefit ly partidpating in family ritualsand traditions ta show their family group is special.
All families develop their own weof doing things that are different in ewy family. Families ofen
celebate holidays in goecial ways. Can you remember some of the thirms family did to celebate
holidays? We dathesecustoms fanily tradions. Traditionsare importart becasethey help tie fanhy
membes together. Taditions also organizethe time that fanhy members spend todpet in a positive wa.
We tie nany of our oldest memorig(good and bad) to pecial family evens suwch as holidaysand birthdays.
Traditionsinclude activities, special foodsand celelations.

Thereare threebasic types of fanily traditions:

1. Famly Celebations: We do theethings on ecia occasions soh as birthdays, holiays,
anniversaries, graduéions, weddngs andsoon.

2. Famly Everis: Theseare ecial activities that eech family creates, such atrips or vacations, movie
night, famly medings, eding ou, reunionsand soon.

3. Famly Routines: Theseare evey day paterns of how we dahings such @ medtime, bedtime, wsh
day, pzzaday, Saturday dérnoors,and soon.

Families with the $rongest tieshave the mat tradtions. Theserituals provide sahili ty in the childss life, which
isvery comforting. They kne whatto expect. Taditions creae opportunities for famly membes to make good
memories that they will have for a lifetime. Sgh traditiors are a sarrce of strength that helps famhy membes
feel goodabout themselves and each other.

Traditions connect sito the patand hdp link geneations together. ey alsoprovide a wg to arrange ou
memorie. Theseshaed memoris give children aanseof culturd identity that strongly connects themtheir
families. Leam yourfamily traditions. Your children can get a lot frothem. Even minor earts canbe lifetime
memories in the makp.

As a paret) you can stamew family traditions. Do not igrore this wonderful gift. You cahegin things that
may last for geneationsto come.
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Cultural Traditions

Some parets in prison setheir time tobecome eacquanted with their culturaland spiritual traditios. When
used costructively, thesetradtions can be a soce of strengh when incarerated parets are reunified wih
their children. Helping your chitén develop apositive culturdidentity is a tremenda@gift you can give your
child. For nany parents, exploringnd coming in contet with their tradtional cultural ways is aignt step in
thelr personal gowth. It often meas gaining pride in who youra. All cultures goplaud responsilte parerting
becaseit dealswith the bast things we all share asumanbengs, swch as lovefor our children.

Activity / Exercise: Famly Relationshipsand Traditi ons
Directions: Readeach question carefullyand write in your best ansver.

Why is it imporart that you keep aapd relatonship with your childen's other parent(s)? Lst at least three
reasors.

Explain wty it is not a good idea tbhaveyour childen cary messages backand forth between youard your
child‘s otherparent(s).

Whatare some of theapd things your child can getdm hisher extendedamily (grandparents,ausins, aunts,
uncles,and soon)?

Whatare three things you can do teech out to otheffamily membes and develop a god relatonship with
them?
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Remembeback to when you were ten years old. Deaibe your favorite holiday. What thigs did you do to
make it pecid?

What holidays do you art to make special forgur kids? List themand then wrte down the gecial
things you would like to do.

Write downarny special foods that your fanily ate when you vere a child.If you cannot think ony, wha
foods might you vant to be pecid in yourfamily now?

When your children grow up, Wat is one speciafamily memory you would like them toave?
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Strengthening Families

What can you dosgparens?
Whatdoes soci¢y expect of you as a pare®
Wha ‘s best for your childrerts health and well-being?

You can sethedevelopnert of the five potective factorswe will outline here to
strenghen yourfamil y!

Build paenal resilience. This is a parémahlity to hande daily stressand bource back when life gives
you challengs. Parems whoare resilert have theseskills:

e A positive attitue

e Creatively solve problem

o Effectively addresschallenges

e Do not drect anger & frugttion at thé children

e |dentify resources or suppofr when parentingpecomes overwhdming

Have social connectiarthat support gu, your family and your goaldor a hedthy family.

e Have people ingur life who are trusted and supportive
e Involve yourself in chuch or other sipport groups
e Socialzewith extendedamily membeswho are pro-social and other gonunity resource

swch as parenting groups
e Develop your sociahetwork through parti@aing in healthy activities with your children meding

other parets throughdaycare settings, childrerts activities such as sprts or musc ard schod everts
Increaseyour knowledge of parenting and child develogm

Attend parerting classs, read books on parenting, getformation fom your child’s medcal provider, ¢
thelnternet and ¥ participating in paert support grous.

The key here isto educée yourselfsoyou knav whatto expect from your childen depending on har
devdopmenal ageand stage in the life. Through ths you will also know what wur child needs from you
to sweceessully move through theedeveloprertal stags.
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Identify Concrete Supports in Times of Need.

There are times that people struggle wih meding their basic needs for food and shelter. When there is a
financial, medcal or emotional crig, you need to kow wha suppots are available to help you i difficult
times. Care line 2-1-1 can make mafalsand help wih each of theselife area.

Reseath what prograns are available to help you i housing or utility costs. Look at thaptions your
communty has for food banks, free summéunch prograns for children or povision of meds in communty
kitchens. Do youqualify for any stae or local asstance with transportabn, day care, nedcal costs,
counseling or gesaiptions? Will participating in those prograynevenfor a short time, allow you to manage
your family budge?

It is imporart to haveregular givice provides in your life, a regular dotor and dentst that thefamily sees, a
pharmacyand a regular car mechanor auo sewice place. heseare people with expert knowledge, who, if
they know they have your busines,will bethere in time of crisis!

Build socialand emotional cometercefor yourself and in your childsn Children need these key social
and emotional ski:

e Confidence they ned to trust you and that yur will be a stable part ohér life
e Capacty- to develop good relationshgwith pees andadults

e Concertrationand persistnceso they can@ompgishchallenging tasks

e Ability to effectively communida emotiors

e Ability to listen to instuctions, to be attentive

e Ability to solve social problems

As a parent you cdeam how Abide by these rules.
to handlead talk about
fedings so that you can

teachthese skillgo your Communicate

children You may need to conta the
Departnert of Health and
If your offerse Weéfare for yar case plan
meCIudes Problem . requremert§ for family
victimization Listen reunification.
of children, you Solve
may have

restrictions
prohibiting contact
with them.
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Take a look at the sample Relatioship Map.
Filling out one of these may help you sort
out past, preent, andfutur e relationships.

Sample Relationship Map
Past : Present " , : Future
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e ~+——+ End existing relationship
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Relationship Map Template

Crede a Réationship Map for yourself

 Relationship Map
Past : Present 1 - Future
| ]
| ]
! 1
| |
| I
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| I
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| |
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| I
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Quality of Relationship
() ndividual ——— Keep existing relationship
= = =p Start new relationship
[:I Group . .
-+ End existing relationship
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Sampe Reationship History Chart
Mother Father 3- 4- Husband 5-Joe
Stepfather Boyfriend

Characteristics | Confused, Happy Mean Quiet/ Inseaure
of person acted ke a Funny Macho Immature | Rigid

child. Pushy | Fun loving Critical Critical
Characteristics | Tangled, not Unreliable Abusive Both too Hosile
of relaionship dependable, playful Negledful | young

inconsistent Fearful when vwe

got married

My role | was the adult,| | felt attractive,
my fedings overwhelmed | Daddys little

sared girl
Rewards | was in clarge | Got dtention,
of Had fun
relationship
Price Grew up too Felt
of soon Uncomfortable
relationship
Involvement Abused Alcoholic Abused Abused Drug
with chemicas prescrigion alcohol and| alcohol and| Addict
or othe drugs marijuana | marjuana
addictive
behaviors
Resmnse to
addictive
behaviors
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After you have looked over the sampldationship Chart on the previous pagk fi
out your own charbdow to help you determine who and how muckdivement

you want from temin yourlife.

Relationship History Chart

Mother

Father

3

4

Characteristicg
of person

Characteristicg
of relaionship

My role
my fedings

Rewards
of
relaionship

Price
of
relationship

Involvement
with
chemicals o
othe
addictive
behaviors

Resmpnse to
addictive
behaviors
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Fill in the boxeswith resources, names, and contact inforomathat would berefit

you.
Legal Services Health /W€l ness
Fanily Other
Community
Conredions Map
Where do | go for
support?
Faith / Spiritual Housing
Who are the people
| am conreded to?
Educdion / School Employment Friends
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Community of Support

Let metell you about the peopland place that provide resarces and sipport to my famly and me.
| will rate the stren¢h of the resaircesand support | get fronthe peope and place usingthe scae
belowanrd putting the number in ttbox next to what Ihave written

Me and My Caommunity of Support:

People:
(Partner, fary, friends, neighba,

groups and club

Places:
(Community centers, family center, faith

community, library, your child‘s school)

Strengh of

Convictions

Extremel Strong =5

Very Strong =4
Somewhat Strong =3
A Little We&k =2

Very Weak =1

Of the people Bted abee who pulls you fornard and who pulls yolback? Wiy do you think
that is? Which of hesepeople do you plato asciate with?
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Relationship with the Community

Paying back to the communiis a diferert way of thinking about crimand ou resporseto it. It focuses
onthe ham caused ly the crimeand requires offenders tdake responsibiliy for their actionsand to
assume a role in reedying tha harm, ofen using creative forsf making amensl Offendes are
provided opportunitigand encourageran to undestandthe ham they have aused to victing and the
communty and to develop plasifor taking appropiate responsibility.

Pleasework with your PO regarding choisand timing ofpaying back to the ammunity for your crime.
Pleaseconsde the folowing when you chosean ativity: What do youenjoy doing? Dothe tems of
your supervision permit tk activity? What time retraints do you have related toork, famly, or
reco\ery programming?

The nmeasure of siccessin restorative justieis not hav much punishnert has been inflcted, butrather
how much harm tothe victim, communityand offende has been repaired. Offenders in derfiad yeas
about the harm theyacsed who never ansidered the victirs, who previousy had no empathfor
victims, can changand grow ty having a chaceto hea the harmto accep responsibility, toapologize,
ard totry to m&e amend to the victims of ther offense. Your PO can mict you regarding vhether you
are permited to contact victimand when it is appropiiate.

A marts fortune mud
first be changed from
within

Chinese proverb
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Victim Awareness

We dl of have been a victim of hurtful act at some time in ourves. Each year, nany peoplehaveproperty
that is stolen from them or gaf from physicd injuriesbecalsesomeone ssaulted hem. Mary of these
peope are deep) upsetabout what has happened to theand may face many months or yeass of pan before
ther lives can feel‘normal” again.

A good wg to help you undetand how victins felt when you hurthiem isto rememberhow you felt when
you were victimized.lf yourememberthe pain andddings you experiered, you can underatd how the
victim(s) felt. To fed anothe persons pan and to take responsibilityfor that pain is ery difficult to do. Bu
doingsoisan imporart steptowards the restorative jstice conept which values:

e Truth telling e Making amend (reparation)
e Acoountale e Opportunities of healing forlgparties

“...the prevention of crime, the rehabilitation of persons, and the
reconstruction of community
are not three ideas.
They are one idea, spoken in three different ways.”

Robert Woodson, “A Summons to Life”
]

— Listone person yolhave harmedand list one way you cateke responsibilty for your actions.
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Understanding Chaper 9: Relationships

Explain your expetationsin temms of interacting wih your spotse/ significart otherand children?

Whatare their expetation® Are they realistic? Why or wia not?

Whatare some ways that you can shosuyfamily that you undestand how yothave hurt them?

What changes va you macke in yourseltto prepardor the rde you will have in your farhy when you
return?

Whatare some etivities you can do to ede ‘quality time”, and not spend a lot of
money?

Whatare the thee types of family tradtions?

What have youdanedthat will help youto be a resikrnt parent or fanhy member?

How do you make amesdo a victim?
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Idaho Department of Correction
Division of Community Corrections

Orientation Handbook

You are required to report in person to the Department of Correction as
instructed by the Court or Parole Commission and/or the Intake
Probation/Parole Officer after your hearing. You must meet with Community Corrections Staff within 24 hours
of your hearing and/ or release.

Failure to report in the manner specified is a violation of your probation or parole and a Bench or Commissiol
Warrant will be requested for your arrest.

The purpose of this section is to explain the rules of and your responsibilities towards supervision on Probatic
or Parole either of which are considered a privilege and not a right.

Introduction

As part of your conditions, an Idaho State Probation/Parole Officer will supervise you in the community while
on Probation or Parole.

e The purpose of supervision:

e To monitor and enforce your compliance with the conditions of probation/parole
e To protect the community by assisting you in minimizing your risk to re-offend

e To assist you in being a law-abiding community member

Probation/Parole Officers serve as Officers of the Court, and Agents for the Parole Commission. It is also the
job to mentor and assist you in becoming a productive and successful member of the community. Your
Probation/Parole Officer assigned to you has the following responsibilities:

|
1. Instruct you as to the conditions specified by the Court or the Parole Commission.

2. Instruct you as to the conditions of the Agreement of Supervision and what they mean.

3. Keep informed as to your compliance with the conditions of your supervision.

4. Keep informed as to your conduct and to report your conduct to the sentencing Court or Parolei@ommis
5

. Direct you to appropriate rehabilitation, vocational, and educational programs to bringnafravieiments in your
conduct and your situation.

6. Establish a case plan with you according to your risk assessment and ensure that you are complyihglavit

7. Use supervision activities such as, but not limited to, verification of employmentingerisources of income,
monitoring of your associations, conducting record checks, placing restrictions on your travedtingd/ou for the
use of drugs and alcohol.

8. Impose intermediate sanctions for violations, if necessary or deemed appropriate, which maglectghic
monitoring, increase contacts with your supervising officer, discretionary jail éidditional terms or conditions, orde
show cause hearings before the Court, etc.

9. Assess the problems you may be experiencing such as unemployment, drug problems, alcohol problems,th
issues, financial problems, lack of residence, family problems, etc. Your officelewdlop a plan to address these
issues and will refer you to available community resources to assist you.
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Communication

It is esertial that youunderstard the rde of your Probaion/Parole Officerand tha their professionabjective
isto assst you in sweeessfully completing gur Probation or Brole. Your responsibilitieare cleay outlined
and specified by the @urt or Pawole Commisgon. One of the keys tthe swcoessul completion of supervision
is communication. Takéhe resporsibility of estabkhing a ©onsisent pattern of communid¢eon with your
supervising officeand you supervision can be a positive and agiing experernce. It is your responsibility to
let your Parole Officer know challenges that yase having. Remember if thg don't know wha‘s going on
they cannotsdstor help yu.

Court Order Or Parole Commission Order

Depending on the procedure established by your assigned District, you might be required to initial all
numbered items on your Court or Parole Commission Order during your orientation. Regardless, you
should always be given a copy of the order that governs your supervision and understand you are
responsible for adhering to all written conditions. You will be further instructed on any specific
conditions of your Court or Parole Commission Order. It is very important that you ask your
Probation/ Parole Officer to clarify any issues or questions that you may have regarding the
conditions and rules of supervision. It‘s always best to ask permission first then have to ask for
forgiveness later.

Agreement Of Supervision

You will initial and sign the Idaho &partmert of Correction Agreenert of Supervision if the Court
has serdgnced you to probation. dplees will sign and initial the Rirole Commsson Orderand
Special Conditions. Both of tee docunents cover the general conditia for Communty
Correctons suivision. Any special conditiawill be covered in either your Court order or under
the Special Cnditions portion of your Parole order. Again, makeres to communic with your
Probdior/Parole Officer if youhave any further questios regarding the rules. Al rules neal to be
followed You canot pickand chosewhichrules apply.

Grievance Procedure

Any complairts you mg have must be addressedhtough an inbrmal resolutio with your

Probation/Parte Officer prior to a griearnce being fied. You need to fist seek information,advice,

or help on the m&dr from your supervising officeand then, if you are unable to resolve thielgpem,
then you m@ request to resolvethe mater with the Section Supervisor. Failure to attergptesolve
the issue withthe PO prior tothe grievancebeingfiled will result in the grieance being returned
without a response. Shiduyou choseto file a written grieance, youhavethe rightto apped per the
offender grievance prossand mg do sowithout the fear of retaliation.
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Driver's L icense

Stae law requires motorists to hae a valid Drivers Licenseard Proof of Insuraceto be
able to oper@ a motor vehile in Idaho.If not able to get a drév’s licerse, a tte of
Idaho identification ard will be equired.

Miscdlaneous kales
Do not bring chldrento the probation/parole offe.Remember all offenders, including
sex offenders, report to the same @i

Everyone onsupervisionwill receiveanIDOC number. Pleasegiethat number and
your name printed clearly on Cost of Sugision (COS) paymentét. identifiesyou and
will facilitate appropriate credib your account.

You will be escorted in and out of the offiareaPlease do not leawsur area Without
an escortDo not leave the llding without permsson from your PO.

Personal propertyis subject to search when brought to the probation/parole office. You
are to be responsible for your property. It is not the responsibility of the Department of
Corrections. No backpacks unless necessary.

No smokingis permitted orstate propery. Please do not smoke at the probation/parole
office.

Wear appropriate clothing to the probation/parole offe. Exampksof inappropriate
clothing include gang colors, revealing clothing and the wearisgmglasses or hats
inside the offte.

Final Thoughts About Living Under Supervision

You, your caseworker, and supervision agent will develop a release plan, including an
approved residence and conditions of release. You and your caseworker need to work
together to develop a residence where you plan to live upon release. If you plan to live at
a private residence, the rules of supervision need to be discussed with the tenants. They
need to be agreeable to all rules of supervision.

If you are aware that you have persoiahtification documents (such as driver’s

license, birth certificate, or Social Security card) in your file, be sure to remind your
caseworker or send a Concern Form to the records unit to have these documents included
with your release paperwork.

Be sure that you understand the conditions of release before you are released.

If you have any questions, ask your caseworker. Before you leave prison, you will be
signing paperwork that states you have been read, and had explained to you, the
conditions of release and that you fully understand all the rules, regulations, and
conditions in the document. At the time you actually leave prison, you will receive
copies of these documents.
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Idaho Department of Corredion
Agreament of Sipervision

1. Laws and Conduct | will obey all municipal, caurty, state and federal lawl will

cooperate with the eguests of my probation/parolefficer. Cooperation inctles beng
truthful. if 1 am detained by law enforcement, | will tell theffiwer(s) that 1 am on
felony syevision, and the name of my probatijpable dficer. | will notify my
probationpaole dficer of any sah contact within 24 hous.

2. Reporting : | will report as directed by my probatipafole dficer.

3. Reddence | will reside in a location approved by my probatmale dficer. 1 will
not change my approved pk of resdence without first obtaining pemisson from my
probationpaole dficer.

4. Fireams and Wegpons: | will not purchase, aay, possss,or have control oany
fireams, chemical weap@) electronic weapa)explosives, or other weapons. Any weapons or
fireams seized may be forfeited to the Idaho Department afeCion (IDOC) for disposal. |
will not reside at any location wheredams are present.

5. Seach: | consent to theesrch of my person, residence, vehiclggrsond property, and
other ed property or structures owned cgated by me, or for wbh | am the contréing
authority conducted by any agent of IDOC or a law reefment &icer. | heeby waive my
rightsunder the Fourth Amendment and tleho constitution concerningeaches.

6. Employment: | will seek and maintain employment, or aogram, to include a stay at
home parent, approved by my pbdion/parole dficer, and will not charggemployment or
program without fistobtaining permisson from my spevision dficer.

7. Asciations: | will not knowingly be in the presem of or canmunicate with
persong) prohibited by any IDOC agent.

8. Travel: | will not leare the Stat of Idaho or the adgned distrct without first
obtaining pemisson from my probatiopaole dficer.

9. Alcohol: | will not purchase possess,or consume alcoholibeverages in anform, will
not enter any esbishment where alcohol is a primary soaiof income, and will not work in
an esabdishment where alcohol is the primary smiof incomeuriessotherwise ordered by the
Court/Canmisgon or my probatiopaole dficer.

10. Controlled Substances:l will only purchase possssor consume conti@d substances
lawfully presaibed for me, and then, only in the nmer presaibed. Nor will | 1se or possess
any substate my probatiorparole dficer forbids me from usingrgossessng.
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11 Substance Ause Teding: | will submit to any tst for alcohol or contribed substances
as equested and directed by any IDOC agent or other law emfa officer. A dilute or
adulterated sample, or a failure to provide a sample, witldemed positive test. bgee that |
may be equired to obtain tests at my own expen | hereby
waive any objection to thadmisson of thcse blood, urine, or laah test resuls presented in the
form of a certified Hidavwit.

12._ Evaluation and Program Plan: | will obtain any teament evaluation deemed
necessary as ordered by the Court/@oisson or requested by any agent of IDOCI will
meaningfuly paticipate in and steesdully complete any &dment, caseling o other
programs deemedbeneficial as directed by the Court/@aisson or any agent folDOC. |
urdestand | may beequired to dend teament, caseling or othe programs at my own
expense.

13. Absonding Supervision: | will not leare or dtempt to éae the state or ¢h
assgned distrct in an dfort to abscond or flee supervision. | will be avalde for sypervision
as instructed by my probatigafole dficer and will not actively avoid supervision.

14, Intrastate/Interstate Violations. | waive any objection to theadmisson into
evidence of any pobaion/parole violation begation documents subtteid by tke agemry or
my spevising dficer in another distet or state at any probatiqafole violation reaing.

15. Extradition : | waive extadtion to the State of Idaho and will not costtary effort
to return to the State ofldho. | will pay for the cet of extradtion as ordered Y the
Cout/Commisson.

16. Court Ordered Financial Obligations: | will pay all coss, fees, fines and
restitution in the amat ordered by the Cot'Commisdon, in the marer designated by the

Cout/Commisgon or my pobdion/parole Officer.

17. Cost of Supervision: | will comply with ldaho Code 2@25 which authorize the
IDOC to cdlect a cast of spevision fee | will pay sypervision fees as directed yothe
department.

| have ead or had eal to me the abovageanent and have been prded with a copy
of the Idaho Respae Matrix. |urderstand and ecep these conditions of supervision. dgee
to abide by and conform to them angdestand that my failure to dso may result in the
submsson of a report of violation to my sentencipgbling authority.
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Deferdant Signature

Name (printd) & IDOC #

Date

Witres Signature

WitnessName (pringd)

Reviewed

Deferdant Signature

Date

Witrgs Signature

Deferdant Signature

WitnesName (pringd)

Date

701.01.01.001 (form last updated 4/1/15)

Witrgs Signature

WitnssName (pringd)

Deferdant



IDAHO DEPARTMENT OF CORRECTION - DIVISION OF PROBATI ON
AND PAROLE

LIMIT ED SUPERVISION UNIT (LSU)
AGREEMENT OF SUPERVISION

1. COURT/PAROLE CONDITIO NS OF RELEASE: | shall obey my Court Order and/or Parole

Commsson Orde, and sgcial conditions. | acknowledge @hl have waived my I amendment right to
saarch and seizte and continud¢o be sibjed to search of my person, residence, vk, and anyther ral
property. | will not actively avoid supervision aalscond supervision.

2. __ LAWS AND COOPERATION: 1 shall obey all municipal, county, state dederal laws. | shall
comply with all lawful requests of anygant of the IdahoDept. of Corredion, and shall be conhgiely
truthful at all times with any aent of the IdahoDept. of Corredion. During any cotact with law
enforcement perswmel, | shall povide my identity, and ndty the aw enforcenent offi cer(s) that Bmunder
supervision. | will naty the LSU Probation/Paroleffocer ofthis contactwithin 48 hours.

3. __ ALCOHOL/CONTROLLED SUBSTANCE: | undersand that | shall not purchase, psess or
consume anyleohdic beverage.

| undersand that | shall notuse, possss or purchase any illegl drug, or any presiption medicatons that was

not prescribedo me by a licensed physan or dentis. | am also sulgd to drug and kohol testing in a

manner prescribed by tiavision of Probation and Pal@

4. FIREARMS/WEAPONS: | undersand that | shall not purchase, carry, possess)ave in my control
anyfirearms, chmcal weapons, eddronic weapons, explosives or other geamousweapons.

5. RESTITUTIO N: | shall pay restitution and other fees as ordered in the sum of $  ry ewerth.
Payments will be made at the rate of $ per thdreginning on the _  day of

6. COST OF SUPERV/ISION: | will comply with Idaho Code 20-225, wth authorizes a cost of

supervision fee in the amount of
$30 per month.

7. REPORTS: | will submit atruthful monthly reporto my LSU Probation/Parole fOcer evey
month in the forrat desgnated by the LSU PO. | il report any changef residence and/or any dant
with law enforcementvithin 48 houws of occurrerce

8. TRAVEL : | will not leave the statavithoutfirst obtaining penission from the LSU Probation/Parole
Offi cer.

9. __ LSU Introduction Letter: | have ecived the LSU Introduatn Letter from my current
Probation/Parole flicer andundersand that | have not beencagptedto LSU yd, until | recave a fornal
acceptance from the LSU Probation/Paroti cer

(i.e.letter, email).

10. Court ordered/parole conditions pending: | am sill obligated to comgete my Speial Conditions
listed in my Cott Order or Parolédgreement.
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| undersand and acept the conditions ofigervision under wich | have leen released. | agree abde and
conformto them andunderstand that my failure to do so may result inmy removal from the Limited
Supervision Unit_and/or the revocation ofmy probation or parole. | will continueto reportasdirededto
my curent Probation/Parole fOcer until an LSU Probation/Parol©ffi cer noifies me in writhg that | have
been accepted.

Probationer/ParoleePrinted Name Witness PrintedName
Probationer/Parolee Signature Witness Qfi cer Sgnature
Date: Date:

IDOC#

701.01.01.001 (form last updated 4/1/15)



IDAHO DEPARTMENT OF CORRECTION

Sex Offender Agreement of Supervision

1. 1 will not purchase, produce, possess, or view any media material (pictures, magazines,
books, videotapes, or movies) that acts as a stimulus for my sexual behavior, nor will | possess
or view any materials containing male or female nudity. | will not be present where such material

is available.

__ 2. lwill not subscribe to, use, nor have access to, Internet service, including e-mail or any other
Internet material without permission from my supervising probation and parole officer (PPO) and
sex offender treatment provider. | will not use any form of password-protected files, or other
methods that might limit access to, or change the appearance of data images or other computer
files without prior written approval from my supervising PPO.

3. I'will not engage in any illegal sexual activity as defined by state of Idaho law.

4. | will not engage in any deviant behaviors including but not limited to: sadomasochism,
bestiality, phone sex, cross dressing, clothing fetish, voyeurism, exhibitionism, public masturbation,
or frottage.

5. | will reside in a place approved by my supervising PPO, and | will not move until my
supervising PPO has approved a new place of residence.

6. 1 'will abide by all travel restrictions as imposed by my supervising PPO, and | will not leave
the district of my residence for a social or recreational reason without approval of my supervising
PPO. My district of residence is . Permission to leave either the district or the state of Idaho
IS required in writing from my supervising PPO.

____7. 1'will not initiate, maintain, or establish contact with any person, male, or female, under

the age of 18 years, without the presence of an approved chaperone. The chaperone must be
over the age of 21and be approved by both my supervising PPO and sex offender treatment
provider.

___ 8. 1 will not form or unite in a romantic interest or sexual relationship with a woman/man until
my supervising PPO and sex offender treatment provider determine that the individual is able to give
effective consent. | will introduce this person to my supervising PPO and sex offender treatment
provider for approval. Sexual activity is defined as sexually oriented verbal/nonverbal
communication, and any form of romantic, erotic, exciting or sexually arousing touch, including
kissing, oral, manual, genital, or body contact of any kind.

___ 9. I will not form an intimate relationship with a man/woman who has physical or shared
custody of a child(ren) under the age of 18 years, nor will | reside or stay at a residence where
minor children frequent or reside, except as approved by my supervising PPO and sex offender
treatment provider. Intimate relations are defined as a relationship with another person that
involves some level of romantic, erotic, exciting, or sexually arousing feelings on my or the other
person’s part.

___10. I will observe curfew restrictions as directed by my supervising PPO.

11. 1 will not have any direct or indirect contact with my past or present victim(s) without the
approval of my supervising PPO and sex offender treatment provider.

___12. I will not live near, frequent, loiter, or go near places where minors or victims of choice
congregate (e.g., parks, playgrounds, schools, video arcades, swimming pools, special events) or
any other risky areas as identified by my supervising PPO such as . A request
for exception must be submitted on an activity permission form, and approved in writing by my
supervising PPO.
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___13. | agree to obtain a specialized sex offender evaluation. The evaluator and my sex offender
treatment provider must be clinical members of the Association for the Treatment of Sexual Abusers
(ATSA), and approved by my supervising PPO. | will comply with all requirements of the treatment
program and actively participate in treatment until discharge is recommended mutually by the sex
offender treatment provider and my supervising PPO.

14, 1 will provide complete and truthful information to any psychological and/or physiological
assessment when requested by either my supervising PPO or sex offender treatment provider.

15. | agree to sign any ‘release of information’ form that allows my supervising PPO to
communicate with professionals involved in my treatment program.
16. I will not change treatment programs without prior approval of my supervising PPO.

___17. | agree to pay financial obligations incurred for my counseling and treatment.
_18. I will remain gainfully employed and will obtain approval from my supervising PPO to
begin new employment or change existing employment.
19. | will inform my current or potential employer of my crime(s).
__20. I will immediately notify my supervising PPO if | am terminated or dismissed from work for
any reason.

_21. | will participate and comply with the Electronic Monitoring Program Agreement of
Supervision or a daily schedule if requested by my supervising PPO.

_ 22, | will comply with all sex offender registration and DNA procedures as required by state of
Idaho law.

__23. | understand that the Idaho Department of Correction (IDOC) may advise my neighbors,
employers, and other concerned parties of my conviction and supervision status.

24. SPECIAL CONDITIONS: | have read, or have had read to me, the above terms, and |
agree to abide by them for the duration of my probation or parole supervision.

Offender’s Signature: Date:
PPQ’s Signature: Date:
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’ Understanding Chapter 10: Supervision

1. How mary hours do you hea before you real to report in persorio your Prdaion ard
Parole officer after yur release?

2. What paperwork Wi you be signing upon relsafromthe institution?

3. Can youdavethe Stae of Idaho?

4. If youabsond (go on the runydm supervision, Wwa will happen to gur serternce?

5. Who isresponsiblgor knowing the law of registation?

6. List3 ways to soceal in your supervision program.
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