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TIPS FOR INDIVIDUALS WITH .CRIMINAL HISTORIES 

The Application Process 

Have you ever been convicted of a ·£?ON7_:_S __ i_n~pl_y;s~y )·h~~-·--,·· 00,\\~rite_~,·-·~~Ye~-~-~v:Hfdi_Scuss in 
felony" DONTiie ari<l sa{that y6ll haven't·.·,.· intervi~w" or something similar. 

What was your wage/~alary at yoUr 
job? · · · · · · · · 

'. 
What was yOur reaSOrf for ldiVing? 

What experie!lce d~ you ha_ve? 

ev,er be~~-·-co-nviC~¢_flo{3)~tOny_: · · · t:i_O:_~e~le~he_r that honesty is very 
DONTieaye it !)lank; Hlipol1~iJt ... ·.·· 
DON'T\vrlt<) a lengthy e:l:plll.nation ,r ·• Db creaie a leiter of explana1ion that 

._ p-ast-·c<JnV'igHOp~(_Ol(thC!·_,app_lidttiOn.--. .---~(ju(4 :t.ie'art~ch_Cd to an application (see 
e.xample included later in this packet) . 

. PP--~vrite ·:·l-~l_ininlurn wage".- After all, 
~ d()llaradaywas the minimum wage! 

Db lise lerms like "relocated" 01 

·.~contr~ct}nded." Both of these are 
.tr;u_e~ .. -, .: 

. DO)'<;t.li~ ab,<i~t)'(l~r e,xp~rie~~••"r.·•· .oq be h<li1est. 
qualifications. Even .if it helps yo~ get , bo ''sen yourself:' If you have the 
th' job in.i.tially, y()U san .. ~~ f!r~4ifartd · ¢Xp¢.tielice: let the employer know why 
when. the inithbecomesknown (and .it · youshould be hired! 
usuaH : poes ), · · 

~--~~~~~--~~~~~~~~~~~~~~~-~~~~~~--~~---· ·-· -
Grooming O_QN~~,t~*f~lj~s~fot;gra,nt~.~~---:· · __ tiO)O.~~-YO\J_r best. even when g(\ing io 

--.fil.t9~.tan application --this will be the 
·ernp_l9yef~_-_fil'~t impre.s~i~n of you. 
You might alsi> be interviewed on the 

Volunteering lnfonnation 

.. '- _. 

Overall ... 

DON'T forgeuhat you fill~d out an. • 
application. · .... · 
DON'Tsilnply.,vait ·roran el)lpl0yerto 
call you back. · · 

$ ot,+ .ou·n·evir.-ktiowH __ 
oq ~an~ask yiith.in s,t days.to check 
onthe ~tatu~ 9fyqurapp)ication. This 
sh(nvsyouare[eally .. interestt:d in the 

]o!J. > >·· •.. · •... ·.c·.•·•·····.· .. 
Dp keep a.list of the places where you 
filled .out an application .. This wil! 
.ma~e it easieoo.do callbacks. 

DON'Tvolunteer inf~rmation that lfypu .· ave to explain, DO write "will 
~tj-j_gh_i, -~~, fon~ !~~ .re~:_ :~~n:~-~~tiy~~,:-.. by, __ : __ . __ ,_-,,_.:.-. --4 '~~-c.~<S.s .-i ~--)_~_t_~-rv i~_W. u .. 

eri1plo}'ei:S ( fo(~x~mple yqursriminal. ·.• . P(). knq\v yo~r rights andwhich 
~e·cqr~,:$~~~i~O_ce. __ ,~~~~e::bJSt.~_ry_;j_qb · , ,~u.e.s.t_i,Q_~--~-:~~r~.5~<?_1l'~iq~,r~_d_--i_llegal-(see 
terininaiiolis) .. · ... · .· · · · · ·.. · · · exam l~sinduded lat~r i11 this acket . 
DON'T give up!!!! Do rememb~rthatyou will probably 

·''' ... 
hear many"no's;before you get a job. 
l?vtifyop are willing!() work at ge«il!g 

. .a 'ob oti.w.·il.fbesucc.essfol!!! -------"-'-~~~---"'--"--~-~-"'-'-~~~~~~.~~======'---~--' 

·- ... 'i.-:-· 
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"fncarcermion Spee~h·· ~-the brief and dlrec't:informai_i~'rl_.a,{-i-rtdl\·idual witfl·a criminill hiStory-can relute to 
an interview about their rea'sdtffor incarcemtiOn;' . · · 

doesn't have to be ihe first thing thciMividual i~IIs~n ititervie\Ver 
should be add~essed early in the iJII,ervielV , , , , . . .,· . , ,··•··· . ·• .. . . .. · . 

... . An e~ample of a good time todisdoseat)dp(esenr!hi~ •·iit~ar~eration speech"would be if/when 
· ail imervi_C_\~~~r.lls-~s_ a·qu·est_ion··-Sudt aS::_::y:q~,fl_)p_it._te!I.Jn_«r~bptiiyourself7''; ·.·(a_n yOu rdl 1lie about 

_Y:9!J~· d1J15)n jail/prison?:~·;_ or .·:_H~ve _ _.Yo,~'-.-~Y~r.-.b~en .irtcar~_~rated a~d if so. why?.'' 
}l.lily_,~~atli_to,poirit _ _o-ut to" the_:9fteiJ_~erc~.l~a~_.-$hi:nV_i_i_tjf.~_i;Jce,r!ttbY saying:that the)~ rire_Srirr)' and they 
_d_o ·re£r<;t .. W1~a~ Jh_ey ··have donC;.. -'_ ·theY·Ii~fd,(a· apologize; _So.ciety and the einplriyer wants to hear 

this •• ••• · .. ·. · ... ·.·.· ··'·.••<·•·•.·-.. ·'· ) • ';' > ·i , - i · , > ·.·-. . .. ·.·. 
· _-.a~_;_s~r~ i_O_ .. m.enti(jn t{)_ tht!/Jffen_d_er_-,O_/nl)·-_u·Se-_lh _ _.e:_Wo.fd: __ :~i~~a-rceraiion" Once. · .. JrlcarCeration'' has 
. be reseah:hed to be theleast harsh wwd ' < " .·. -- .... -... . . . . . . 
--~7ciij~z-~~)e~ :tP avoid u~ihg_-J>,tot~~-ity or.~.j_~ .. n_tio~-~~ jit.r~?ry_:'~: ( i .i! .; p~isOn; j_oi~l~; _.~-~i.~};a.ct_ S_l.arrimer, 

• use the'lettds RSLA: 
o R= Right toknow(the ~f11ployerhas(he right to ~~.o,v) ,... · .. · .... •· ...... · ...•. ·.·.-, .. · 
0 -·-· s"' si~i::erity(!heymade a mistake arid iheyare sorry~ they are pfeparedto do\vhafever 

ittakeS_toprOve-__ th~nls_~JY,es __ l.- .. _- _____ -.:>.-.. ·.··,_ ·_--_<· __ .. _. _ .·- . , -.. ___ . 
- b L= Learned (they take full responsibility for their aCtions and they have learned from 

their-~xp"e'rieri'c~s-y .. _, -.:---,,_.,·-- -_·-· ... '_-_ .. :_._~::_ -· -:,·'.';~·--':_~-:·-'-,; _.--:::_;_-.:-_: __ :':_.---·. -_,. __ . _ _ _ . . 
o A= Advantages (Whatis in it forrhe cmplgyeri'~ get a hard "'orking m1d dedicated 

· eriiployee AND the contpi\riysltohlil be' a\vare thanlieywill be eligibletbr the Work· 
Opportunities Tax Credit) · · · 

EXAMPLE: · ·. · ··' . . . ·. . . 
··-: Befo_te-w~ _gCfstarted (or_ conti'~~-~)-_th_ere ,is_}soiil:~i~i~g -~-O_U :haV_~ .. th_e_ righuo_ . .-.kh?w< _.Lha.v~ .. ~1ad_e 

niistakes.and \vasincar~erated fortfelony\.Atthe tim¢'myJu~glllentWas clouded; I made a wrong choice 
and I didsoiriethingstupid. I am sorry. I admit this \vas a serious. eiTorin my judgnient. But during this 

, time l.re'evaluated nw life and decided I \Van ted io•hlake a posiih'e change. I took advantage ofthis time 
to better myselfby taking classes in _ .. " . · 

·***This is th~ point 1vhere they can mention a sumnta,y ofhis/herskills.sttengths and abiiiiies. The)' 
. should also inenfiot\ the advantages for the employer (WOTC, Bonding, etc.), 

· .. ··'Interview Questions Ri'l~atdfhgCtiltlinal History·· .. ···.·.·.· 
If the empioyi.ir asks>aquestionr~gatdlngyourcrin:@al hi~to(}',b[iefly explain.what happened, 
but keep it positive Elnd'don't dWell oil the past Expfairfthat you have learned from Y()Urmistakes 
·and are cummtly interested in making il'positive contiibuiiim to the employers operation. An 
example follows: . 

"I don't \\Iantto lie toyoiJ .. I do Want an interview and the chance to explain my~elf. I have a 
>felony conviction. I'm sorry for the grief I caused other people a~d I'm embarrassed about having 
committed a crime. Since 1 wasn't sure about the conflde~tialilyof this information. I wanted to 
explain in more detail to you personally about the ,situation. I feel so bad about what I did that I 
didn't want anyone knowing about it, except those of you Who need to know. What would you like 
to know about my situation? 

It is best if you bring up the topic yourself. The following guidelineswill assist you in addressing 
your conviction. 

• Show no intention of lying. 
• Indicate wish for an interview. 
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