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Georgia Reentry Model

“Reentry hegins at the earliest point”

Goal'ts “Restitution, Rehaln(itation, Restoration”

Diagnostic Process
(GDCP & Lee Arrendale SP)

Risks & Needs

» Assess Physical & Mental Heath
» Determine Security Level

O Mmoo = Im 4 = 1Tl »

» Personal History
» Education Level
» Trades & Skil Assessment

Keys to Success
Must Change Environment
Suitable Housing
Meaningful Work

TN

Partners

DOL Jobs
Faith/Cmty Based Org - Housing
State Agencies & Stakenolders
Community Coaltions

== State Prisons & Centers

'Y
4.4 Optional

* County CI

* Boot Camp
 Private Prison
»Transttional Center
RSAT/ITF

Community Supervision

» Gognitive / Pro-Social

 ||ental Health
» Substance Abuse Aftercare

Qther Focus Areas:

¥ Community Service Board(CSB) - DHS

» Employment
» Community Service
» Parenthood
1 DFACS
*Housing
» Monitor / Surveillance

Handoff from
acilityto Community

State Prison 1
Develop “Reentry Case Plan”

Fighting
Recidivism
(65%return)

Rehab Focus
 Motivational Change
» Cognitive/Behavioral
» Corrective Thinking
* GED, ABE, Literacy
» Work Skil Vocational
v Substance Abuse/RSAT
* Other Programs:
15x F&C Based Dorms
1 x F&C Based Prison
3 X In-House Transition
9x Sex Offender Course
Correctional Industries

Transitional Center/Work Release (3K)

(Selected by Pardons & Paroles)
Focus Areas:

*Create a “Parallel Universe”

*Gto 8 Months

v Save Money - Rent

» Cognitive / Pro-Social Behavior

v AA/NA Sustainment

» Suitable Housing / Meaningful Work
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Reentry Checklist
State Prisons Pre-Release Centers, Transitional Centers

TPM or MRD within 24 months
PED (Parole Eligibility Date) of the Offender

Review Reentry Program Case Plan STATUS:

First Question: Are you a Veteran?

Academic Education (GED, ABE, Special Education)

Vocatioral Education (SAGE)

PreConditions of Parole/ProbatioBiidge AssessmenBeentry Plan)
Drugs and AlcoholBridge Assessment,CUDS)

Cognitive Behavioral ProgramBiidge Assessmenieeds and Goals)
Sex Offender PsychBducational Program (If Applable)

Reentry Skills Building Curriculum (Reentry Handbook)

Complete Interest Profiler (Vocational Aptitude)

Develop Career Plan (DOL Career Center)

Develop Resume

Identify Reentry Release Needs

Child Support Responsibility (OCSS, If Applicable)
Housing /Residence Plan (Establish primary residence plan)

Assess ldentification Needs and Apply for

Social Security Card (Social Security Administration)

Birth Certificate (Vital Records)

Motor Vehicle Record Issues (Department of Driver Services)

Other vitalrecords (Military DD214, Child Support, Court Orders, Citizenship, Marriage
License, etc.)

TPM or MRD within 12 months

Review Reentry Program Plan

Review Parole Plan &
PIC Eligibility (SOP 11B020021)
PreConditions

Ensure primary residence plan hasmestablished

Identify and Begin Benefits EligibilityONLINE Applications

Supplemental Security Inconi&SI (Social Security Administration)
Disabilityi SSDI (Social Security Administration)
Medicaid / Medicare /Social Security (Social Security Admiatsin)
Begin Interstate Compact Agreement (SOP HIEBWD1 if Applicable)
Veterans Benefits (Veterans Administration)
Sex Offender Transfe’2 months prior to releaseo one of the nine release facilities to
assist with:
5



Registration: Complete registi@t process on all offenders with an offense
required to register
SOPP

TPM or MRD within 3-6 months

Review Reentry Program Plan
Veterans Benefits application complete
Confirm Housing (Residence plan close to completion w/ three options
listed) andProblem Residence status reviewed/determined
If Max-out (May or may not have Probation to Follow)
Community Impact Program applicability
Community Reentry Assistance:
Identify Faith Based Organization (Chaplain of Facility)
Job Leads/ Employment
Special Needs for mental or physical health, developmental issues or substance
abuse
Identify Community Action Agency Programs in Offender area
Identify the need for a Mentor

TOPPSTEP Packet review (SOP VB0Q09) to contain:
Career Plaand Resume (If@plicable)
Interest ProfilelIf applicable)
Social Security Card
Birth Certificate
Completion Certificates
DOL Job Application
Assess Medical needs for release (SCRIBE Profiles)
Identify TOPPSTEP Representative in Area (Department of Laboo#iea)
Develop Transportation Plan (Reentry Handbook Chapter 6)

Within 1 month of Release

Review Reentry Program Plan

Residency PlanConfirmed and Problem Residence status reviewed/determined
Develop Monthly Budget Plan (Reentry Handbook Chapter 7)

Identify Community Resources (Reentry Handbook Chapter 15)

Substance Abuse Aftercare (If Applicable)

Job leads (Reentry Employer List on CAPTIVA)

Clothing Banks (Faitibased & CommunigBased Organizations)

Miscellaneous (Mentors, Support Groups, etdAiea of Release)

Update Resume (Reentry Handbook Chapter 3)

Finalize Psychotropic Drug needs and assure there is a referral made (Health Services)
Schedule Medical Appointments as needed

Vital Records ready (Original to Offender, Copy sent to Paraé#&tion in TOPPSTEP
Package)

Georgia Fatherhood Program Referral Tracking Document in

release package to be forwarded to Reentry Services,

Central Officeupon releaséf Applicable)
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Social Security Administratiomgtirement, begin applicatn (If Applicable)

THIRTY DAYS PRIOR TO RELEASE the DW/CT or designee to make contact by
phone and email to schedule an appointment with the Chief Probation Officer or
designee (PO Il or Office Manager) / Parole Office. This information is to be giverot
the inmate and recorded in SCRIBE.

Report to: Probation Office
On: (Date)
Address:
, Georgia
Phone No:
Date of Contact: Contact Person:

DWI/CT or designee to explain the proof of residency form, developed by the
Department of Driver Services, on file withProbation and Parole in order to obtain a
state ID/ r i vlieens®,gf no infractions.

DWI/CT or designee to make referral to TOPPSTEP Representative in area of release
through email and phone if offender does not already have verified employment upon
release. Record contact in SCRIBE.

Contact the: Parole Office by phone within 24 hours of your release.
Phone No.:
Date of Contact: Contact Person:

DWI/CT or designee confirms the offender has received the state issued debit card and
the receipt is to be recorded in SCRIBE.

RETENTION SCHEDULE: Upon completion, a copy of this checklist, to be placed in the inmate
institutional file.



INT RODUCTION

Remember that planning for your release needs to start immediately, not just a week before you
are scheduled to leave. Reentry starts on your first day of incarceration and everything you do
during your incarceration should be focused on incngagour knowledge and abilities for your
pending release. As you begin this, you first need to take an inventory of issues you may face
when you return to the community. These issues are known as Barriers.

The areas listed below can interfere with youccess in establishing a stable life once you are
released. Use the checklist below to help determine which areas may be a current or potential
problem for you. When you have completed this exercise, look at these identified areas and start
developing glan to address them. This will help you decide what you need to do now to assist in
your transition to life on the outside. Dealing with these issues now, before release, may also help
make them less overwhelming.



Possible Barriers:

ISSUES TO FACE
UPON RELEASE

This is a possible
problem for me.

| can take care of
this.

I need help with
this.

Substance Abuse

Lack of Money

Transportation

Day Care

Family Problems

Housing

Clothing

Medicd

Telephone

Job Skills

Education

Be awar e

t hat

any of

planning takes patience and commitment.

t hese

areas

may

nterfer



Getting Organized
Use this checkilist to assist planning youPERSONAL reentry plan. What do you need to
obtain and work on during your incarceration period?

Item Yes No
Social Security Card
Birth Certificate
Driverds License/ I nsurance

Credit Report

State ldentification Card

Registation/Status of Information exemption for Selective Service

Résumé

Housing

Medical Care

Support Groups

Child Support Issues

Clothing

Transportation

Food

Education

Veteranods Assistance

Employment

Legal Assistance

Telephone

Other

10



CHAPTER 1

IDENTIFICATION
Primary Documents

Proper identification is required to cash a c
Examples of acceptable identifications are:

Birth certificate(certified)

Social Security card

Driverodos | icense

Valid passport

Marriage certificate

=4 =42 4 A4 A A

Court order or judgments

Birth Certificate

A birth certificate provides proof of when and where you were born. A certified copy of your
birth certficate can be useful when proving identity in certain situations, such as applying for a
driverobés license, retirement benefits, passpc

You may request an application form and requirements for a certified copy or your biftbaterti
from your counselor, no matter what state you were born. Application information needed
includes:

1 Your full birth name (first, middle, last)

1 Date of birth

1 City of birth (if known)

1T Fat her 6s name

T Mot herds name, includi nigeoim@wth)Yden name (as r

There is a fee charged for the out of state certified copy. Ask your caseworker for information and
assistance. A list of all vital statistics offices can be found in the library.

Most states require that your signature be notarizedufare requesting a copy of your birth
certificate by mail. Notaries are available at all Georgia correctional facilities. Once you are
released, you may locate notaries in your community by searching the local Yellow Pages.

Social Security Card and Benéts

Soci al security is a part of al most everyone
applied for a social security card and are over 18, you must apply in péfsamu would like a

free duplicate card, yo must request an application from your caseworker or transition staff.
Your caseworker can send a form letter to accompany the application, verifying your name.

You will find information about Social Security altittp://www.socialsecurity.gov/.
To calculate benefits use the social security benefits calculator at the following web site:
http://www.socialsecurity.gov/planners/calculators.htm
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Georgia State Driverodés License and Il denti fi ce

To apply for an initial Georgia driver's license, identification card, or instruction permit, you must
present one of the following:

1 An original birth certificate

Certificate of birth registration

Certified copy of birth certifici

Certified copy of court records (adoption, name, or sex change)

Certified naturalization documentation
Immigration ID Card

= =2 =4 A4 A A

Valid passport

Applicants for initial i ssuance of a Georgia
provide documeiattion proving United States citizenship or legal authorization from the

Immigration and Customs Enforcement bureau of the United States Department of Homeland
Security. If you are having problems establishing residency due to a recent release, talk to you
Probation or Parole officer. I n cooperation
for a form that your Officer can sign to verify your residency.

Documents are subject to verification and may not be accepted if altered.

Any document that is not in English must be accompanied by an approved English
translation.

Any documents listed previously or a primary document listed on the next page that does not
contain your full legal name or only contains a middle initial means that you mogtratent
another primary or secondary documentthat indicates youiull legal name.

If your Georgia license has been expired for two years or more and you do not hold an active out
of-state license, you must pass the road signs test, road rules tedtjaciog test, and eye exam
to obtain a Class C license.

For ot her driverods | ic&8A0e informatio
Primary Documents

T Certified copy of abirth certificate issued by a government bureau of \&tatistics or
board of health in the United States (U.S.), District of Columbia, Guam, Puerto Rico, or
the U.S. Virgin Islands.

Certificate of Birth Abroad (F545 or D$S1350) issued by the U.S. Department of State.
Report of Birth Abroad of a United $a Citizen (F&40) issued by a U.S. embassy.
Certified copy of aradoption certificate from a U.S. court.

Unexpired identification card Form DB issued by the U.S. Department of Defense.
Unexpired U.S. passport.

=A =4 =4 -4 -4 =N

Unexpired passport from a country otligain the U.S. with an unexpireédbl stamp or an
unexpired 194 arrival and departure form.

=

One of the following unexpired documents issued by the U.S. Department of Justice:
1 Certificate of Naturalization (M50)

1 Certificate of Citizenship (M650)
12



Fee

s for a Georgia Driverodds License

Class A, BC and M $ 20.00 for 5 years 2.80 for8 years
Honorary Veterans and National Guard No Fee

Secondary Documents

Photo driver's license, state identification card, or permit issued by a U.S. state other than
Georgia, the District of Columbia, Guam, Puerto Rico, the U.S. Virgin Islands, or a
Georgia province or territory, that is currenteampired fortwo years or less.

Certified copy of a U.S. or Georgia court order with full legal name and date of birth.

Certified copy of a birth certificate from a government jurisdiction other than the U.S., the
District of Columbia, Guam, Puerto Riam, the U.S. Virgin Islands.

Current identification card (D173 or DDB214) issued by the U.S. Department of Defense.
Certified copy of a governmeigsued marriage certificate.
Unexpired coloiphoto permits to carry a firearm or concealed weapon, idsyedU.S.

Current pilot's license issued by the Federal Aviation Administration.
Certified secondary or pastecondary school transcript containing full legal name and date

ver0s License Status I nquiries

1 Another primary document.
il
police department or sheriff.
of birth.
Dr i
To fin

d out about your Georgia driverds record,

Georgia Department of Driver Services
Attn: Licensing & Records

P.O. Box 80447

Conyers, GA 30013

www.dds.ga.gov

Contact information for DUI Schools

http://www.dds.ga.gov/DUl/SchoolMatrix.aspx

13
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CHAPTER 2
Housing

Looking forward and planning for your return to society is very important. During the diagnostic
process, you completed a Personal History Statement. Informatiardewiciin this statement
covers your previous residence(s) and will be used to verify available housing upon your release.
Your counselor will contact you at different time intervals to assist you in determining where you
will live. This information will ke confirmed three to six months prior to leaving the institution.
Many of you will have a supportive friend, relative, or family member to live with and housing
may not be a major concern, while others will need to explore different options.

If you have narestrictions on where you live, think hard before deciding to move back into your
old neighborhood. There may be people and activities there to pull you back into committing
crimes.

When looking for housing, keep in mind where it is located relativeyaiar work, what
transportation is available, and what stores are in the area.

Types of Housing

THOR -Transitional Housing for Offender Reentry Directory
Structured Housingd these providers offer a safe, healthy and contr@iedronment that is
consistent with the safe transition into the community.

1 May provide shelter for up to one year

1 Has the expectation that you be accountable at all times and cooperate with any
programming identified by the referring agency

1 Provides oppdunity to ease back into the community by gaining employment,
accumulating savings, developing a plan of working toward independent living, and
establishing community support services

1 May include support services (such as counseling and job searchnhadjalition to food
and shelter

1 Costs will depend on services provided

1 Is less expensive than an apartment and makes saving money for more independent living
easier

Recovery Residenc@ provides safe and healthy housing for residents who need a more
restridive environment. These residences are categorized according to the intensity of the
substance services/counseling provided.

1 Provides longerm support, allowing residents to stabilize and develop healthy
relationships with other people pursuing similaals

1 Require one or nre hours of counseling per week.

14



Re-Entry Partnership Housing

The ReEntry Partnership Housing (RPH) program provides temporary housing for inmates who
have been granted parole but do not have a valid residence plan.

1 RPH payshousing providers for parolee room and board (two meals per day) for up to
three (3) months.

1 Provides the opportunity to ease back into the community by finding employment and
locating permanent housing.

T May include support services (such as counselmbjab search help) in addition to food
and shelter.

T Types of available housing range from commusityle transition homes to apartment
living.

Living On Your Own

Rentingd consider all expenses such as application fee, security deposit, utilities ndeahot
rent, etc.

1 Search for listings in local newspapers, network with friends and family, and utilize
apartment referral services.

1 Be sure you understand terms of lease before signing.

1 People with criminal records may not be allowed to reside in soamgnagnt complexes,
mobile home parks, etc. Price range is variable depending upon the type of building,
location, and number of roommates

T Will probably be required to sign a lease; meaning you must follow terms of the contract.

1 Check with the property nmmager before you pay an application fee to inquire if it goes
toward a background check.

Single Resident Occupanay (SRO)is only for single, childless adults.

T SRO is usually furnished housing with shared bath or kitchen facilities that are made
availableto income eligible individuals at reduced rates

Buying a Homed though not an option for many offenders it may be appropriate for some,
especially when renting is too challenging.

T Firsttime home buying programs may be available in many @eaasghborhood
associations can usually help you find these grants

1 Military veterans may qualify for home buying assistance

Obtain a copy of the HUD booklet that covers steps involved in buying a iBomailable in the
library transition resource center.

15



What Property M anagers Look for in Tenants

1 Past Rental Historyd Know the names and addresses of those you rented from in the
past. Before you apply, be sure to take care of any unlawful detainers.

T Employment Historyd Name, addressd phone number of your employer, as well as your
monthly income (generally rent should not exceed one third of your income).

1 Credit History 8 Property managers do check into youftione and late payments. Try to
clean up any outstanding bills from cred#o If you have a copy of your credit report, it is
helpful to bring it with you.

T Criminal History 8 Most property managers do a criminal history check. They may ask
you if an offense was committed in a residence. An honest, straightforward response is
best.

HOUSING EXPENSES

These are the areas you will negedtonsider to determine your monthly expenses

Property Address: 15t choice 2" choice 39 choice

Rent (Monthly)

Security Deposit

Heat

Gas/Electricity

Parking/ Garage

Garbage

Other

Other

Total Cost

16



Tenant 6s Rights and Responsibilities

You have the following Responsibilities as a tenant:

= =4 4 4 -4 -2

Your property manager can require references from you

You must pay rent on time

You must follow all legal clauses your lease

You must not disturb other tenants

You must give proper written notice when you want to move out

You must pay for damages beyond normal wear and tear to your apartment

As a tenant in Georgia, you have the following Rights:

l

= =4 4 4 -4 8 -5 -2
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Your property managr must follow your lease

Your property manager must keep your apartment free from health and safety hazards
Your property manager must keep your apartment in good repair

Structures, fixtures, plumbing, and furnished equipment must be kept working
You hawe the right to call health /safety inspectors to inspect your apartment

Your building must be insulated and weatherized

You have the right to peaceful and undisturbed possession of your apartment
You have the right to privacy

Your property manager cannatter without your permission without giving you notice
unless the lease says he/she can or in the event of an emergency

Your property manager must give you his/her name and address

Your property manager may not end or change the lease without givingiften wotice
Your property manager cannot evict or retaliate against you for exercising your rights
Your property manager cannot shut off utilities or lock you out of your apartment
You property manager cannot force you to leave your apartment withogitgaiourt

Your property manager cannot hold your personal belongings fgpaponent of rent

Your property manager must provide certificates of rent paid so you can claim a tax credit

You are entitled to the return of your security deposit, with intevaghjn three weeks

after you move. Be sure to give your property manager a forwarding address. However,
your property manager may retain any amount of the security deposit that is reasonable to
pay for unpaid rent if the property manager gives you aemrigixplanation within three
weeks. Your property manager cannot charge you for normal wear and tear to the
apartment.

17



Buying A Home

Buying a home may not be possible for some time after réleasi# you have saved enough for

a sufficient down payment and meet income eligibility guidelines. But for many people, home
ownership is within reach and may even be more affordable than renting. This basic information
can help you plan for the time when home buying is an option. i@tesfep in choosing a home is
figuring out how much you can afford to spend. As a general guide, you can buy a home with a
value of two or three times your annual household income, depending on your savings and debts.

Questions

Describe your rental histy. List any evictions, unlawful detainers, or problems you have had
with property managers.

Where do you plan to live in the future?

Do you have family or friends that would allow you to stay with them temporarily?

Will you have children livingvith you? If so, list the ages, gender, and any special housing
requirements.

What do you need in regard to housing (services, space, location, etc.)?

18



What money do you have available for housing

What speial housing conditions will be placed on you by the Department of Corrections?

WEB LINKS FOR HOUSING

1 DEPARTMENT OF COMMUNITY AFFAIRS (DCA) i SPECIAL NEEDS
HOUSING

T Click on the link below for a listing of DCAunded programs for the homeless and other
individuals with special needs.

o http://www.dca.state.ga.us/housing/SpecialNeeds/indasp

T HOUSING OPPORTUNITIES FOR PERSONS LIVING WITH HIV/AIDS
(HOPWA) PROGRAMS

o Link here for a listing b housing programs statewide for persons living with
HIV/AIDS. For help with housing programs for those in the meitanta area,
contact the Living Room at (404) 66332.

o http://www.dca.state.qa.us/housing/specialneeds/programs/hopwa.asp
1 OFFICE OF REGULATORY SERVICES, GA DEPT. HUMAN RESOURCES

o Click on the link to do a search for personal care andteng care homes that
may accommodate persons with mental health problems
http://www.ors.dhr.state.ga.us/

o The office of Regulatory Services (ORS) ensuheg a wide variety of health care
and long term care providers operate at acceptable levels. These levels are
mandated by State statutes and regulations adopted by the Department of Human
Resources (DHR) Board of Human Resources. They also offer corssseneices,
information and resources to help you learn how to best choose a provider.

1 GEORGIA HOUSING SEARCH

o Link here to connect to a locator of affordable rental housing across the state of
GA. http://lwww.georgiahousingsearch.org/

1 LOW-COST, NO COST HOUSING GUIDE (Metro-Atlanta ONLY)
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o This link connects to a website with information about subsidizedsuabsidized,
affordable, special needs, transitional, and shelter housing in the metropolitan
Atlantaarea. http://www.chrcatalanta.org/lowcostnocost.html

Temporary Shelter Providers and Referral Agencies

T

United Way 2-1-1, formerly First Call for Help, is a service that can assist you in finding
temporary shelter l& the ones listed below. Resources are accessible to you through the library
transition resource center, the Internet (after your release), and by dialing 211

Community Action Agencies provide services to reduce the effects of poverty in the
community. Many provide energy assistance, weatherization, housing, and emergency
shelter services. These agencies are also a good source of information and referral for
related services. For agencibfp://www.gcaaonline.org/member_agencies.htm

County Social Services Agenciesadminister lowincome financial assistance programs
such as the Georgia Family Investment Program (GFIP) and General Assistance, as well as
other assistance programs such as M#dissistance, Emergency Assistance, and Food
Stamps. They may provide referrals for overnight shelter. There are strict state and federal
guidelines for the above programs so immediate monetary assistance may not be possible.

Drop-In Centers provide avariety of services, which may include food, clothing, and
support. The centers serve as sources of information, and daytime shelter. Availability is
limited to larger metro areas.

Emergency and Overnight Sheltersoffer lodging for a short period of tien(usually one or

two nights) until other arrangements can be made through the county or other programs.
You may use -1 (United Way) to help locate these sheltédgstro-wide Engagement on
Shelter & Housing (MESH) also offers a directory of sheltershen metro area that have
immediate openings; calt888-2341329 for this listing. There is no charge for staying at most
emergency shelters. Some chasippnsored shelters may require that you participate in their
programs to use their shelter.

Salvation Army Unitsd provide shelter vouchers to individuals in need. They may also
help out with meals and other essential nedd®://www.salvationarmy.org/arc.htm

Emergency & Information/Referral Phone Numbers:

Gover nor 6:324hde bepricelivie, traaned counselors. Call for counseling,
information and referrals-800-338-6745.

Taskforce for the Homeles€all 1-800-448-0636 for information.
United Wayo6s FEPRéhourse@ieelchll2Flor Hel p

Adult Rehabilitation Centers i There arever 100 centers with high success rate in getting
off the streets and into clean living facilities. They offer meals, medical checkups, AA
programs, job skill training, & counseling. Many include similar programs for women.

www.GeorgiaHousingSearch.org
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CHAPTER 3
EMPLOYMENT

Information in this section will help you when filing out employment applications, putting
together a réesumé, interviewing, and keeping a job.

Job Searches

Statistics show that negrtwo-t hi r ds of al | positions in-the \
seeking methods. Bel ow ar e des c rseegingimethmds. of L

Job-Seeking Methods

1 Help-Wanted Ads in the Newspape® only 15 percent of all jobs available are listed in
the help wanted ads, and competition is fierce because almost everyone reads them.

1 Sending out Résumégd almost all job search books recommend it, but doing that alone
as a job search method does notkwaary well.

1 Private Employment Agenciesd charge fees for finding you a job. The fees range from
10 to 15 percent of your annual income.

1 Georgia Department of Labor, TOPPSTEP(The Offender Parolee, Probationer State
Training Employment Program & provides assistance to rehabilitated offenders in
obtaining and maintaining employment, through-onene job counseling and a series of
specially designed workshops that will assist in résumé writing, interviewing skills, job
search and networking techniqu&ghen going to the Labor office, make sure to ask for
the TOPPSTEP representative.

1 Local Government Workforce Centers (WIA- Workforce Investment Act) 8 post job
openings and will post your résumé for potential employers. They also provide assistance
in résumé writing. Workforce centers have a number of useful publications to help you
choose a career.

1 Job Clubs & various community agencies and local churches host job club meetings in
their facilities. The meetings provide job leads, job search tips, @pdtu

1 Warm Contact & let it be known to others that you are seeking employment. Let friends,
relatives, neighbors, former employers, formemawkers, church members, etc., know
that you are looking for a job.

1 Cold Contactd means going directly to possgbemployers. This requires a lot of time
and traveling around town. Cold contacts may not be easy for most, but remember the
worst that can happen is that they will say no.

91 Public Library & is a great resource for job seekers. It has directories fdr &tate, and
national organizations, businesses, and corporations. Most libraries also haf«oout
newspapers and phone directories for assistance as well.

1 School Placement Office® at private, trade, technical, and vocational schools. Some
prospetive employers notify these schools of openings, and schools may reserve these
prospects for their own students.

1 Trade Magazines and Journal often list jobs available in their field. Review only
current issues.

1 Accept an Entry-Level Positiond to get yaur foot in the door and then volunteer to help
with more responsible positions within the business.
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1 Temporary Help Agencie® are a fast source of income and supply you with helpful
experience, even though the pay may be lower and fewer benefits offereg.tiMes the
temporary job can turn into a ftiilme position.

1 Volunteer Workd shows employers a positive work ethic and may serve as a foot in the
door to a potential employer. It is also an excellent opportunity to network. If you are
volunteering foran organization, ask your volunteer coordinator to be a job reference for
you.

1 Internetd allows you to browse at your convenience at home and most public libraries.
You can find many different websites containing possible employment opportunities. Be
sureyou have no special release conditions prohibiting your use of the Internet.

1 Job Cardd example of a pockedized card to leave with an employer. These are
especially handy for fAdrop ino or cold cor

Name Lanaloftus

Telephone (612) 5556873

Positiont Computer Technician

Skills & Experience Twoyear degree in Comput&8tiene, Twe
yeardegree in Business Management. Worked as the supervising
technicianforSt ef f enés Mortgage Comp:
words per minute. Excellent problesmlving skills. Very motivated.
Able to manage multiple tasks at the same time.

Comments | am able to start immediately and willing to travel or
relocate if necessary. | will also work ovéme hours as needed.

Federal Bonding Progam

Fidelity bonding is employee dishonesty insurance that protects employers against theft of money
and property by employees. This insurance is a job placement tool because, in effect, it guarantees
thejob honestydf he appl i cant . It helps market the a
apply to any job. The Federal Bonding Program provides individual fidelity bonds to employers
for job applicants who may be denied coverage by commercial carriers betause o

1 Record of arrest, conviction, or imprisonment
1 History of alcohol or drug abuse

1 Lack of employment history

1 Dishonorable discharge

1 Poor credit history

Either the job applicant or the prospective employer (on behalf of the applicant) may make the
initial contact with a local Georgia Department of Labor Office to apply for bond insurance
coverage. Georgia Bonding Program pamphlets are available in the library.

Georgia Work Opportunity Tax Credit

This is a prgram that lets an employer reduce his or her taxes by hiring individuals in certain
it ar get e d delogsrare anp sf these dgfaups! The employer can deduct a percentage of
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the first $6,000 in wages paid to you directly from his or her taxes. dfahes comes out of

your pocket. In fact, it helps your chances of being hired, providing that the employer knows of
this program. Georgia Work Opportunity Tax Credit pamphlets are available in the library or
from Georgia Department of Labor.

Employment History

Fill out the following profile worksheet. You may need to write or call someone to research
accurate names and addresses. Georgia phone directories and a Georgia Business Directory are
available in the libngy.

Personal History.

Name: Phone Number:
Address:
City: State: Zip Code:

Work History #1:
Company:
Supervisor:
Address:
City: State: Zip Code:
Employmen Dates:
Position:

Duties:

Work History #2:
Company:
Supervisor:
Address:
City: State: Zip Code:
Employment Dates:
Position:

Duties:

Work History #3:
Company:
Supevisor:
Address:
City: State: Zip Code:
Employment Dates:
Position:

Duties:
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Work History #4:

Company:
Supervisor:
Address:
City: State: _ Zip Code:
Employment Dates:
Positian:

Duties:

Education History Worksheet

When people think of education, school comes to mind. Haysewgkool is not the only source of
obtaining knowledge. You may have had other types of training in your lifetime such an ©JT (on
the-job training) how to operate a buffer, or learning CPR. Keep this in mind when completing
this section.

Education History #1.:

School Class:

Address:

City: State: Zip Code:

Degree/Certificate/Date:

Education History #2:

School Class:

Address:

City: State: Zip Code:

Degree/Cdificate/Date:

Education History #3:

School Class:

Address:

City: State: Zigl€o

Degree/Certificate/Date:
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Education History #4:

School Class:

Address:

City: State: Zip Code:

Degree/Certificate/Date:

Personal Skills

Employers will pay close attention to these. List five skills you have. They may be personal skills
(loyal, good communicator, good work ethic, etc) or technical skills (data processing, public
speaking, artistic, etc.)

1.

2.

Job Search Strategies

List three job search strategies you have used in the past.

1.
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Which ofthe three search strategies was most successful for you? Why?

What were the disadvantag)of the job search strategies you used in the past?

Job Search

Complete the following three job search worksheets. Look for three specific job openings in the
community that match your skills and interests. Unfortunately, being incarcerated limits available
resources to newspapers, library referencede tnaagazines, and journals.

Job Search (example)

SeekingMethod:_ Employment \Weekly Newspaper

Company: Steffends Custom Motorcycl es

Contact Person: Mr. Olson

Applying Position: __Custom Motorcycle Technician

Address: 123 429 Ave. North

City:__ Bloomington ___StateGeorgia Zip: 55420

Phone: 612) 5555555

Job Seach #1:
Seeking Method:

Company:

Contact Person:

Applying Position:

Address:

City: State: Zip:

Phone:
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Job Search #2:
SeekingMethod:

Company:

Contact Person:

Applying Position:

Address:

City: State: Zip:

Phone:
Job Search #3:
Seeking Method:

Company:

Contact Person:

Applying Position:

Address:

City: State: Zip:

Phone:

Reference Worksheet

An employer may want to contact someone who has knowledge of your job performance and/or
character. It is important when filling out
before using his or her name. References should berchosm a professional standing rather

than personal relationships, if possible. List three potential references you might use.

Reference #1:

Name:

Occupation:

Professional Relationship:

City, State:
Phone:
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Reference #2:

Name

Occupation:

Professional Relationship:

City, State:

Phone:

Reference #3:

Name:

Occupation:

Professional Relationship:

City, State:

Phone:

Résumés and Applications

Agoodrésumé s an i mportant job search tool that A
employer.

Tips for an Effective Résumé

1. Tryto Use a Computer- There are computer programs that make it easier to prepare your
résumeé. During incarceration you can use the computers located in the GDC Career
Centers. After release, you can use your local library, work force center, or local DOL
Career Centers can help. Practice on the computer in the library.

2. Be Specific-Don 6t waste valuable space with over
of a gener al or Afl oweryo statement I s
to organizational goals while offering an
directand to the point in identifying your accomplishments.

3. One or Two Pages If your career justifies a twpage résumé, go ahead and create a
document that explains the full range of your experiences and accomplishments. On the
ot her hand, ndoanbbautr aumbrleel ad ed experiences
statement help me | and an interview?o0 Ev e
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. Avoid Use of Personal PronounsTher e shoul d be no menti on
Il imited use of aratnidc Inetsh es.udoc h Aal ss,o ,i ad,00 nioatn ,

. List Only Necessary Information - Do not include your interests unless they are related
to the job. For example, if applying for a position as a ski instructor, list-consdry
skiing as a hobby. Personaformation such as date of birth, marital status, height and
weight, and salary or wages should not be on the résumé.

. Center or Align Headings- All headings should be easy to locate and consistent in layout.

. Avoid Making Excuses-Do n 6t i ereasonsda are o longer working at each job.
The phrases, fAicompany sold, 0 Aboss was an
place on your resumé. Be positive and never talk negatively about an employer.

. Check for Typos - Check for typosgrammatical errors, and coffee stains. Use the spell
check feature on the computer and ask one or two friends to review the résumé to find
mistakes you might have overlooked.

. Use Quality Copy Paper-r-Don 6t try to save monehgapbogy pr i f
paper instead of good quality stock. A résumé should be printed on paper with a high percentage
of cottonfiber; it should also be mailed in an envelope with a high percentage of cotton fiber.
You can find résumé paper and envelopes at any stat sells office suppliesinspect copies

for smudges and marks before distributing.

Action Verbs

Use the following list of action verbs on your résumé to describe your skills, and what your job
requirements and activigewvere at your previous jobs.

Accomplished Accelerated Achieved Activated
Actuated Addressed Administered Advertised
Advised Analyzed Approved Arranged
Assembled Assisted Attracted Audited
Authored Backed Began Bid
Brought Budgeted Built Calculated
Charted Closed Collected Compiled
Completed Composed Compounded Conceived
Consulted Conducted Confined Conslted
Consolidated Constructed Contracted Consulted
Contracted Contributed Controlled Converted
Coordinated Corrected Corresponded Counseled
Created Criticized Cut Decreased
Delegated Demonstrated Designed Disciplined
Developed Devised Diagnosed Directed
Diagrammed Determined Discovered Distributed
Documented Disseminated Doubled Drafted
Drew Earned Edited Enhanced
Enlarged Established Evaluated Executed
Expanded Expedited Facilitated Filed
Forecasted Formulated Founded Galvanized
Gathered Generated Ghostwrote Grew
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Governed
Guided
Heightened
llluminated
Improvised
Installed
Invented
Led
Maximized
Motivated
Operated
Originated
Prepared
Produced
Praected
Received
Recruited
Reorganized
Restored
Routed
Selected
Shut down
Solved
Strengthened
Studied
Supplied
Terminated
Tracked
Transformed
Trimmed
Upgrade
Won

Getting Your Résumé Out

Graduated
Halved
Helped
lllustrated
Initiated
Instituted
Investigated
Logged
Minimized
Negotiated
Optimized
Oversaw
Prescribed
Programmed
Provided
Recommended
Redesigned
Replaced
Reviewed
Safeguarded
Served
Simplified
Staffed
Stressed
Succeeded
Synthesized
Tested
Traded
Translated
Uncover
Utilize
Worked

Guaranteed
Hastened
Hired
Implemented
Innovated
Instructed
Interviewed
Maintained
Modernized
Obtainal
Ordered
Performed
Presented
Promoted
Purchased
Reconciled
Reduced
Represented
Revised
Scheduled
Serviced
Slashed
Started
Stretched
Summarized
Systematied
Took over
Trained
Triggered
Unified
Vacated
Wrote

Guarded
Headed
Identified
Improved
Interpreted
Introduced
Launched
Managed
Modified
Opened
Organized
Planned
Procured
Proposed
Realized
Recorded
Rendered
Researched
Revitalized
Secured
Set up
Sold
Streamlined
Structured
Supervised
Taught
Traced
Transferred
Tripled
Unravel
Verified

1 Résumé should be sent to a person by name; make the extra effort to find out the name and
title of the appropriate person. Research the company for this information.

1 If you are asked to send a résumé to Pexsdmr Human Resources, also send a résumé to the
person in charge of the department for which you want to work. Though the personnel staff
executes the screening, tfepartment manager has the final hiring authority

T Always send your résumé with avew letter.

T When directly contacting employers, always have a copy of your réesumé available and offer

it to them.



1 When applying for a job with an employment application, you may want to attach your
résume. Always take the time to completely fill che application. NEVER write on the
applicati on, AfSee r®sum®. 0

1 Give a copy of your résumé to your references as it provides information about you and
helps them talk to an employer about your qualifications.

1 Always phone the employer before or aftendiag your résumé. Be courteous and
professional and sell your qualifications.

1 Always bring extra copies of your résumé to an interview.

1 Finally, follow- up, follow up, follow up! It is no use mailing résumé if you do not take
the time to follow upyour efforts.

Functional or Skills Résumé

TEmphasi zes your abilities and often doesno
T Helps mask limited experience or gaps in your employment record.

1 Places attention on rédisuyou can produéeemphasizes your skills and how you can use them.

1 Looks different than more common résumé, and potential employers may find it harder to
read or assume that you are trying to hide something.

Cover Letters

T Introduce you, your skills, and your experiences.
T Always include a brief, professional, and positive cover letter when sending a résumé.
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Cover Letter (Sample)

January 1, 2003

William Barnett Address the letter to a person by
L . name.
Supervising Engineer

Montgomery Water Company
PO. Box 1875 Explain purpose of your letter.

Montgomery, Alabama 26134 Identify the position you are
applying for and how you

found out about the position.

Tell why you
are qualified.

Dear Mr. Barnett:

Please accept this letter of application for the chemical engineer position recently advertised.

My experience includes managerial and practical engineering work in both the water treatmerjt
and chenical industries. It is my intention to pursue a position where | can utilize my past
experience and education.

The enclosed résumé highlights my qualifications. 1 will call your office next week to schedul¢ an
interview to discuss the industry and dagure openings you may have at Montgomery Water
Company.

) ] Thank them for
Thank you for your consideratio considering you.

Sincerely,

Juanita Hartly P ———
1986 Glen Street

teleph ber.
Dothan, Alabama 26134 elephone number
Phone (205) 554754

If this is a preinterview letter,
Enclosure: résumé enclose résumé.

—
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Résumé (Fumtional, Sample #1)

Paper color such as effhite can get more Joh G D
attention for your résumé. Odd colors, onhnny t. Doe

however, may look unprofessional. 5656 110 Street
Huntington, Ohio 59123

(234) 5551 112

Always include a daytime
telephone number.

OBJECTIVE: To be a ba#r in a food service setting.

EXPERTISE:

Able to work from scratch or with mixes

Experience making uniform breads, buns, Danish, and sweet rolls in large quantities
Expertise creating raised and cake donuts

Develop a variety of cakes and icings from stra

Maintainclean work environment

=A =4 =8 =8 =9

ABILITIES:

Experience using bread molder, bun rounderteheind donut fryer

Able to operate reel, rack, and conventional ovens

Work with horizontal and spiral bread mixers and bread and bun slicers
Experience wittproof boxes

Possess basic computer skills

=A =4 =8 =8 =9

STRENGTHS:

Capable of effectively supervising others : :

Able to troubleshoot problems Keep to one page if possible

Offer good customer relations but no more than two pages.
9 . Use ation verbs.

Work well alone or with others

Quick to learn new skills

Dependable, reliable, and setiotivated

=A =4 =4 -4 -89

WORK HISTORY:

1996present:. MCFMoose Lake, Painter
19901996: MCF Faribault, Baker

EDUCATION:
19901994: Central Georgia Vocational School You may add a section: References available u
1999: RSAT Transitional Program request. Be prepared to produce the references

REFERENCES AVAILABLE UPON REQUEST
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Résumé (Rinctional, Sample #2)

Johnny G. Doe
5656 110 Street
Huntington, Ohio 59123
(987) 345 1121

OBJECTIVE: General Labor

EXPERTISE:

Be concise when listing spidic

Accurately read measuring devices o
descriptions.

Able to meet required specifications and tolerance
Experience driving fork lift

Auto and small engine mechanic

Computer experience

Operating skills with front loaders, bobcat, boom truck, tractors, and dump trucks

=4 =4 =4 -8 -8 A

ABILITIES:

Experienced in shipping and handling

Capable of doing inventories and keepangurate supplies for running departments
Ability to work and communicate well with others

Can organize tasks and complete jobs within time schedules

Dependable, reliable, and sefbtivated

= =4 =8 =8 -9

WORK HISTORY:

1997present:. MCFMoose Lake, GEORGIA; Mechanitleavy Equipment Operator, Plow Truck Driver, ang
General Labor

19961996: Baldinger Bakery, Inc., St. Paul, GEORGIA; Truck Driver and Dock Worker
19931995: Quality Mobile Wash, Little Canada, GEORGIA; Truck Driver and Operator of Rbashner
EDUCATION:

1 Pine Tech Community CollegeMajor Focus: Computers and Human Relations
1 Dakota County VeTech- Major Focus: Auto Mechanics
1 916 VoTech-Maj or Focus: Nursebs Aide

REFERENCES:

1 Available upon request

T~

List major study focus, degrees
licenses, certificates and/or any
coursework applicable




My Resume

NAME:

ADDRESS:

CITY/STATE/ZIP:

TELEPHONE:

OBJECTIVE:

EXPERTISE: (skills)

ABILITIES:

=A =4 =4 -4 4

STRENGTHS:

=A =4 =4 =4 4

WORK HISTORY: (include your job in the institution)

EDUCATION:
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Matching Your Skills to the Job

In considering your réesumé, employers will be interested in the skills you can bring to a position.
There are three categories:

Technical or Job Skills

Technical or job skills are acquired through learning antheiob training; specific skills
acquired for specific jobs. The following are examples of technical or job skills.

A Welding

Taking blood pressure

A

A Carpentry
A Automobile repair
A

Keyboarding

Sel-Management Skills

Selfmanagement skills are vesymilar to personality traits. If you are a person who is always on
time, you are punctual. Other examples include being logical, creative, friendly, organized,
helpful. Think about who you are and how you go about your life to determine your self
manaement skills.

Key SelfManagement Skills

accepts supervision gets along with eworkers
hard worker honest good attendance
completes work on time punctual productive

Other Self-Management Skills

___ambitious __ dependable __loyal ____mature
____capable ____energetic ___ flexible ___efficient
___enthusiastic ___ responsible _ eager ___ independent
____intelligent ____cheerful ___thrifty ____competent
____creative ___friendly ____motivated goodnatured
____selfconfident ___conscientious ___ resourceful __ patient
___imaginative ___ opeaninded ___wellorganized
____reliable ____helpful ____industrious ____problerssdver
____tactful ____modest ___Sincere ___flexible
____sense of humor ___trustworthy

____versatile ____patient ____learn quickly
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Transferable Skills

Transferable skills are similar to job skills, but tend to be morergénThese skills can be easily
Atransferredo from one type of job to another
examples that can be used in a variety of job types.

Key Transferable Skills

___instruct others ____meet deadies
____organize/manage projects ____manage money, budget
____meet the public ____public speaking

Skills Working With Things

____assemble things ____good with hands

____use complex equipment __ drive/operate vehicles
___onstruct/build ___inspect things

____operate tools/machines ___ repair things

Skills Working With Data

____analyze data ____auditrecords ___ check for accuracy
____evaluate ____budget ____calculate/compute
____detdioriented ____Observelinspect___compare
___manage money ___ keep financial records
____record facts ____research/investigate
____takeinventory  __ locate information

Skills Working With Words, Ideas
___communicate verbally ____design ___public speaking
____correspond with others ___inventive
___remember information ____create new ideas
___logical ___write clearly

Skills Working With People
____administer ____help others ____diplomatic
___perceptive ___instruct ____advise ___interview skills
____persuade ____patient ___listen ____care for others
____kind/understanding ___ pleasant ____sensitive
____trusting __coach __ negotiate ____tactful
___outgoing ___ tolerant __ counsel

Leadership Skills
____arrange social functions ___initiate new tasks
___hegotiate agreements __-nsetivated
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competitive __ _make decisions plan events

____solve problems __ delegate ____manage/direct others
___resultsoriented ____influence others

____explanations to others ____mediate problems
____risktaker ____motate people ____salbnfident

Creative/Artistic Skills
___artistic/expressive ____perform,act ___ drawing, art
dance, body movement present artistic ideas

List your additional technical, selfmanagemer, and transferable skills:

Thank-You Letters

1 A well-written thankyou letter helps you stand apart from the crowd.

1 Thank the interviewer or jokearch contacts for what they did, and at the same time puts
your name in front of the employer again.

1 Shows that you are someone who takes time to show appreciation for the efforts of others
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Thank You Letter (Sample)

May 30, 2001

2 Follow up quickly. Send a letter the same day if possibl4

Nancy K. DQ? L—— Indicate specifically the reason for the thank yo
Personnel Director

Dexter Manufacturing Company

Dexter, Maine 04930 A thank you letter should k&hort and
friendly. Be sure to use proper
grammar and correct spelling.

Dear Ms. Doe:

Thank you for interviewing me last Wednesday for the position of Line Quality Inspector.
believe Dexter Manufacturing Company and | have a lot in common!

The information you provided about your community was very helpful. Relocating to such
beautiful area is very appealing.

As you requested, my references and transcripts are enclosed. | look forward to meeting ith you
agai n. Unt i | t hmewith atyofurtivet qudsterssiregaading mytcandidagy fFot
this position. 4/\

Sincerely,

Let them know that you are
available at their conveniencs
and you are happy to supply
any information needed.

Ray T. Simmons

268 6" Ave.

Laconia, New Hampshire 03246
(397) 2221111

A personal letter can be handwritten. If your
handwriting is not neat and legible, type it.
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Applications

Someti mes a companyo s ilauban appligatiom bejore beeng considexedy o u
for a job. An application allows an employer to compare you to other applicants.

1 Read the directions carefully
1 Keep it as neat as possible; If possible, resubmit poorly done applications

1 If an application isnailed to you, make a photocopy. Fill out the copy first, and then
rewrite your information on the original.

1 Provide positive information

1 Hobbies and interests that you list could relate to what the employer is looking for or could
include tasks needed d@me job, requiring less training by the employer

T Application request for fipay desiredo is «k

1 If possible, do not indicate a specific title for position dedirézhve it broader

T Do not wuse |l azy responeameach as fisee r ®s

1 Include volunteer work as it shows that you are responsible and may include skills needed

for the job

1 Criminal record checks by employers are common. The employer may even ask you to
sign a release form to allow them to look beyond what is justigrecord

Application for Employment

Employers must consider applicants for all positions without regard to race, color, religion, sex,
national origin, age, marital or veteran status, the presence gbmoalated medical condition or
handicap, oany other legallyprotected status.

(Please Print)
Position(s) applied for: Date of Application

How did you learn about us?

O Advertisement Friend Walk

Employment Agency Relative Other

Last Name First Name Middle
Name

Address City State
ZIP

Phone Number(s) Social Security Number
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WE ARE AN EQUAL OPPORTUNITY EMPLOYER

EDUCATION
Elementary High School Undergraduate Graduate/
School College/ University Professional
School name and
location
Years completed 45678 9101112 1234 1234
Diploma/ Degree

Describe course of study

Describe any specialized training,
apprenticeship, skills and
extra-curricular activities.

Describe any honors
received.

State any additional information
you feel may be helpful to us in
considering your application.

Indicate any foreign languages you speak, read, and/or write

Fluent Good Fair

Speak

Read

Write

List professional, trade, business, or civic activities and offices held
You may exclude memberships that would reveal sex, race, religion, national origin, age, ancestr
handicap or other protected status

References

Give name,address, and telephone number of three references who are not related to you and ar
not previous employers.
1.

2.

3.
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Have you ever had any jeklated training in the United States Military?

D Yes D No

If yes, please describe

Are you physically or otherwise unable to perform the duties of the job for whichng
applying?

D Yes D No

Have you ever been convicted of a felony?
D Yes D No

If yes, please list the charges and provide an explanation

Employment Experiences

Start with your present or last job. Include anyfelated military service assigmmts and
volunteer activities. You may exclude organizations that indicate race, color, religion, gender,
national origin, handicap or other protected status.

Special Skills and Qualifications
Summarize special jetelated skills/qualifications acquirécbm employment or other
experiences.
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Employer Dates Employed | Work Performed
From To
Address
Telephone Number(s) Hourly Rate/ Salary
Starting | Final
Job title Supervisor
Reason for leaving
Employer Dates Employed | Work Performed
From To
Address
Telephone Number(s) Hourly Rate/ Salary
Starting | Final
Job title Supervisor
Reason for leaving
Employer Dates Employed | Work Performed
From To
Address
Telephone Number(s) Hourly Rate/ Salary
Starting | Final
Jobtitle Supervisor
Reason for leaving
Employer Dates Employed | Work Performed
From To
Address
Telephone Number(s) Hourly Rate/ Salary
Starting | Final
Job title Supervisor

Reason for leaving

If you need additional space, pleasetioue on a separate sheet of paper
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Applicant s Statement

| certify that answers given are true and complete to the best of my know
| authorize investigation of all statements contained in this applicatior
employment as may be necessary in arriving at an employment decisian
application for employment shall be considered active for a period of time |
exceed 45 days. Any applicant wishing to be considered for employ
beyond this time period should inquire as to whether applications are
accepted at that time.l hereby understand and acknowledge that, un
otherwise defined by applicable law, any employment relationship with

organization is of an dndat wil |l o
resign at any time and the employer may discharge empabyaa®y time with o
without cause. It IS further L

relationship may not be changed by any written document or by conduct
an authorized executive of this organization specifically acknowledges
charge inwriting. In the event of employment, | understand that falsg
misleading information given in my application or interview(s) may result in
discharge.

| also understand that | am required to abide by all rules and regulations
employer.

Signature of Applicant Date
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FOR PERSONNEL DEPARTMENT USE ONLY

Arrange Interview Yes No
Remarks
Interviewer Date
Employed Yes No  Date of Employment
Job Title Hourly Rate/Salary Department
By
Name and Title Date

Things to Remember for Completing Applications-§he

1 Take along a copy of information and dates that you might need to complete the
application, rather than trying to remember them ankimgamistakes on the application.

1 Remember that false information given on an application may be grounds for dismissal
even after you have been employed for any length of time.

1T Take fwhiote®r an erasable pen, asenwel | as
completing applications.
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Faceto-Face Contacts

Creating a Good First Impression

People form an opinion of someone they meet in the first two to four minutes. For that reason, it
is important that you pay attentido detail to create the best first impression you can. Some
factors that affect the impression you make are appearance (hair, clothes, hygiene, jewelry, and
makeup), movement, mannerisms, personal space, and speaking manner. A weak or too firm
handshakenakes a negative impression. You should practice shaking hands before an interview.
To help enhance your chances of making a favorable impression, follow the basic rules discussed
below.

Communicate Your Best Image in Appearance

Dress appropriately. Kee your dress understated, conserva
what to wear, a good rule of thumb is to dress slightly better than you would to report to the job
every day. For example, if blue jeans are acceptable attire at the work placuj@dwear

casual dress pants to a job interview with such an organization. You can determine the dress code
in a work place by asking or observing, if it is a public place. If you are still unsure, a suit in a
dark or neutral color is almost always aod choice. (Some social service agencies provide
appropriate interview clothing to those who are in need).

Dress for Success

't is helpful to try a Adress r eheaconfidemdeby bef c
seeing your putogether, professional self; you can be assured that the clothing is clean and in
good repair; and you can ask the opinion of a friend or relative

Women should avoid:

=

Hair that is over styled, teased, or mousse. Its$toekeep hair conservatively styled
Dangling or large earrings

Too many earrings, rings, necklaces, or bracelets

Too much makeip. Too little is always better than too much

Too much perfumenone is better

Low-cut, tight, or short apparel

Exposed undgarment

Leather or suede apparel

Ruffles, bows, or fringe (they do not project a professional or businesslike image)
Patterned nylons. Plain nylons are best

Very high heels

= =4 =4 4 4 -5 -4 -5 -5 - -

Glittery, silver, or gold
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l

Showing tattoos or body piercingysover with clothing omakeup if possible

Men should avoid:

=
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Earrings, bracelets, pinkie rings, or similar jewelry

Too much aftershave or colognaone is better

Unbuttoned shirts

Tee shirts

Patterned tee shirts under dress shirts

White socks with dress pants. Wear dark madadress socks
White pants

Novelty or leather ties

Sneakers

Showing tattoos or body piercirfgsover with clothing or makep if possible

Communicate Your Best Image by Being Prepared

l

Arrive early. Plan your schedule and route so you arrivel30minutesprior to the
appoint ment . Allow time to stop in the b
lastminute check on your appearance

Bring a black pen, extra copies of your résumé, your reference list, copies of licenses,
driving record (for job requiring it), and social security or alien card

Bring any other documentation supporting your qualifications (portfolio, work samples,
references, etc.)

Introduce yourself politely using your first and last name and stating the first and last
name of tke individual you are to see

Do not chew gum

Do not smoke It is best not to smoke just before an interview as many people find the
smell on your clothes and hair offensive

Say, Al t 6s niiecyurinidal greetied to theointasviewer. Shake dtan

firmly

Address the interviewer as Mr. or Ms. unless you are
requested to do ot her wise. Donoét assume

name you are both on a filsame basis!

Be willing to make a bit of smalltalk,po s si bl y about the weather
good directions, or about traffic on the way to the interview

Speak clearly,and in a positive, audible manieb ut donét be too | oud
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l nterview Dodbs and Donodt s

Dot Dot Do:
Do bring a pen
Do arrive early to show you are organized, prepared, and dependable

=

Do greet everyone including the receptionist in a courteous, friendly way
Do smile and show a positive attitude; be enthusiastic

Do greet the interviewer by fullame (not first name!)

Do look the interviewer in the eye

Do offer a firm handshake and introduce yourself

Do wait for the interviewer to ask you to be seated

Do speak clearly and loud enough to be easily heard

Do relax if you can; remember both you ahd interviewer may be as nervous
Do sit still

Do thank participants for their time. Smile, and shake hands when the interview is over
Do depart in a positive manner

Do send a thanlou letter recapping your interest in the job
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Do niobto niobto n: 6 t

T Donbt chew gum or smoke; even if the interv
1T Dond6t put anything on the interviewero6s de
T Dondét play nervously with your Kkeys, rings
T Don6ét sl ouch or | ook tired

T Dondét mumbl e or speak too softly

T Donodt &imgothe thterviewer in the eyes

1T Don6t | ook too scared or nervous

1T Dondét argue or act defensive or secretive
T Don6t talk too much or too little

T Dondét wear a hat or dark gl asses

T Dondét talk about personal probl ems

T Dondét talk negativeedgsupdivsars past school i ng
1T Dondét ask the interviewer i f the company i
T Dondét fidget

1T Dond6t wuse sl ang
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Communicate Your Best Attitude

1 Sit straight and relatively still. Avoid distracting wiggling or jiggling of your hands or
legs or tapping andicking of a pen

1 Fold your hands comfortably in your lap or on top of your résumé materials. Do not
cross your arms over your chest (makes you appear disagreeable) or spread them across the
back of the chair or couch (makes you appear too relaxed, ladigiterested)

Maintain good eye contact

Show reserved confidencelLet the interviewer start the dialogue. Listen carefully

Avoid interrupting , even if the interviewer does most of the talking

Ask questionsi f you dondét understand somet hing

Be positiveand upbeatin your remarks

= =2 =4 A4 A A

Avoid complaining about a previous job or employer. Whether or not your remarks are
true, you wonot appear professional i f yolu

Avoid criticizing or disagreeing with the interviewer

Tell the employer abaut your skills. | f you dondét, no one el se
employer work harder than you during the interview

1 Welcome all questionsand give direct, honest answers. Take your time by developing the
answer in your head before you respond

Try to plan ahead for tough questionsand practice your answers before the interview

1 For women, crossing your legs is acceptablbut wear a skirt of appropriate length

Communicate Your Best Image by Finishing Strong

T Dondét overstay your ti me

1 If you want the job, sayso! Summarize why you are qualified. This is the time to state
strengths and qualities you may have forgotten to emphasize earlier

1 Thank the interviewer for his or her time and interestand extend your hand for a
strong parting handshake

1 Be proactive inyour follow-up. Ask how you will be notified or arrange to call the
employer to learn their decision

1 Send thankyou letters or noteswithin 24 hours to each person with whom you
interviewed

1 Use each interview as a building block for the next oneYou maygo through many
interviews before you connect with the right jdbis not what happened at the last
interview that is important, but what happens at this one
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Reasons Employers Give for Not Hiring an Applicant

T
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Sarcastic or defensive responses

Boastfu or Afknow it all o attitude

Over aggressive or highressure type

Makes excuses or lies about unfavorable facts in record
Seems unprepared for interviéviate, cannot answer
Questions, etc

Poor grooming or personal appearance

Immature or iltmannered behlar

Speaks negatively of former-weorkers, school, or
other people

Lazy or low on energy

Talks about personal problems

Radical idead politics, religion, dress, litstyle, etc
Seems overly concerned about salary and benefits
Shows no interest in compgaor job

Undecide® appears to rely on others to make their
decisions

Doesndét ask any questions
Poorwork historg a fij ob hopper o
Fails to make good eye contact

Limp handshake

Lack of confidencé poor posture, shy, etc

Unable to take critiem

Appears to have trouble getting along with others

Questions Interviewers May Ask You

T
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Why should | hire you?

Why do you think you might like this particular job?
Why would you like to work for this company?

Tell me about yourself.

What are your main stngths? (skills, abilities,

etc.)

What do you consider your main weakness?
Describe a time when you did not get along with a

about

supervisor, teacher, or-aeorker and how you handled the situation.

What would you like to be doing five years from now?
50
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Tell me about your last job (likes and dislikes).

How do you work under pressure?

Tell me about any work gaps in your employment
history.

Have you ever been fired or asked to leave a job?

Have you ever been convicted of a felony?

What are your salary expectats?

When would you be able to start work?

Would you be willing to work overtime and/or weekends?
Can you travel; do you have a car for travel?

What can you offer our company?

Do you have any questions? (Always have at least one question)!

All interview guestions are really the same question:
Why are you the best person for the job?

Suggested Questions You May Ask an Employer
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What are the hours?

Are there any special duties in this job?

Is there weekend or overtime work?

Would | be working with other petgs?

What is the most important part of the job?

Is this a permanent position?

Are there chances for career growth with this company?

Why is the position open?

What is the 51O year plan for the company and how does this position fit into those plans?

Neverask about salary or benefits until the interviewer brings the subject up or until you
are offered the job.

If offered the job, ask what clothes are appropriate on the job.
Ask them to describe the ideal candidate for the position.

Discussing Your Convction Record

Be aware that the law prohibits felons from holding some types of jobs. However, there are many
jobs available for offenders. Remember it is important to tell the truth.

For many just out of prisoand applying for a job, the most difficult part is facing the question on
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guestion. Can you please tel]l me about that
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Three Choices for Discussing Your Record

1 Tell the trutl® always the best choice
1 Lie about i® and get disqualified or fired
1 Avoidthe subjedr ef usi ng t o dthesitewwieve it wi l |l Akill ¢

Steps to Discussing Your Conviction Record

Step 1: Own it. Take responsibility for your actian§how them you own up to your behavior.

Statements should begin with #@Al. o Pl acing bl a
didndét know) is the worst thing you can do. S
1 I made some bad choices
1 [I'made bad judgments
1 [I'made a bad decision
T I did something | shouldndét have

Step 2: State the positive changes you have made since the gonvict
1 Completed GED
Completed Cognitive Skills Programming for thinking and decision making
Paid restitution
Participated in counseling or treatment. Maintained aftercare

= =4 =4

Step 3 Tell them what you have learned or realized
1 Express your regret and spestout the lessons you have learned
| 6m not proud of what | 6ve done; | 6m sorr.y
| wanted fast money and now | see it was wrong
| wish | had realized sooner just how immature and irresponsible | was being
| lost sight of what was really imp@ant; my priorities were really mixed up

= =4 4 A

Step 4: Talk about the new goals you have and how that part of your life is over

T 1 now have new goals in [|ife. | 6m very fc
moving forward and am willingtoworkhdr t o mak e i t -dodhp pastrout I
| did learn from it and will not repeat the same mistake

If Asked i Were You Incarcerated?

1 1did spend some time at an adult correctional facility for some bad choices | made
1 My time there helped me to fos and set new goals

1 I used the time to take advantage of education offered and by participating in various
courses (name a few) and volunteering to work while | was there

T 16m ready to work hard and do a good job
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Remember: Once you get the job, the woay get out that you are an-e¥ender. Stay
professional never discuss your past with fellow workers
Donét 1 e!
Donét give detail s!
Dondét get defensivel
Donét volunteer information!
Keep answers brief and to the point!

Telephone Etiquette

It is almost guaranteed that you will talk to a potential employer on the telephone at some point in
the hiring process. In an extensive job search you will be using the telephone to conduct research,
cold-call employers, make networlg contacts, schedule meetings, and to interview. Your first
phone call to a potential employer can often mean the difference between getting an interview and
being overlooked as a candidate.

1 Whenever your first contact with an employer is by telephanays be courteous to whoever
answers the phone. The support staff is often who decides whether calls should be put through
and it is not uncommon for supervisors themselves to answer the phone

1 Wear a smile on the teleph@néhey may not see it, but theyll hear it

T I'n general, i1ito0os best to make calls in the
in the dayds events

T I'f you canét get past a shrewd receptioni s

p.m., or Saturday morning. Ifyoust | candét get through, ask
assistance
T I'f you were referred by a mutual <contact,

1 The first rule of telephone etiquette is to be prepared. Know whom you want to speak to
and what you want teay. If you sound hesitant or unsure of yourself, you may have more
difficulty getting past the person answering the phone

91 Outline in writing what you want to say. This is important in the early stages of cold
calling or when the call is very importadthis you gain confidence,
of your calls in your head

1 Make sure there are no distracting noises in the background; crying children, loud
lawnmowers, kitchen noise, barking dogs, etc., will detract from your professionalism

1 Like it or not, voice mail is a part of our lives. Speaking to a machine adds a new dimension to
telephone skill s. Knowi ng what you will sa
ready will enable you to leave a simple, clear, and concise medsagemessage should be 30
seconds or less and include a phone number with area code

T Do not ask a potenti al empl oyer to hold wr
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CHAPTER 4

CAREERS

Career Centers

GDC Career Centers priole offendersvith materials to assist them with career decisiaking.
While all facilities may noturrently have Career Centeadi, facilities do haveegional

Workforce Development Coordinatomo will assist irtraining the facility staff talevel@
offenders in creatingareer plan. Facilitiewith Career Centers have offendaareer Guidance
Technicians who have betmained to assist other offendénscareer development. The goal is to
eventuallyhave career centers with offend&areer Guidanc&echnicians in every facility.

The Career Center objective is to help you raiseaetireness regarding career development and
job retention, by developing the career/employability skills necessary to transition back into
society as a more informed andurketable person.

The offendelCareer Guidance Technicians will be responsible for assisting the other inmate
participants in matching jobs to interests, assisting them with completing and interpreting the
Interest Profiler Occupational Assessment, coridgatareer exploration activities using the
assessment information and the Occupational Outlook Handbook, and assisting inmates in
developing a career plan that includes job retention planning, contingency planning and
advancement planning. You will workithv your counselor to implement the skills learned in the
center.

See list of Career Web Sites in Appendix B.

Notes:
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OFFENDER CAREER PLAN

Prepared by Participant

Name Date

INTEREST PROFILER Scores:

R I A S E C

Career Choice/Interest #1

Zone

Steps 1 to employment: Retention Planning
(Note further preparation or immediate employment)

Career Choice/Interest #2

Zone

Steps 2 to employment: contingency planning

Career Choice/Interest #3

Zone

Steps 3 to employment: Advancement Planning
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CHAPTER 5
Programs insideGDC

Reentry Skill building Program

This handbook is the curriculum taught at every facility pricdto i ncar cer at ed i
release to their family and communég well as for individuals who are currently on Probation

The informationis taught over a 12 week period. Family members may view the handbook on the
Georgia Department of Corrections website at: www.dcor.state.ga.us and on the State Board of
Pardons and Paroles website at: www.pap.state.ga.us

The handbook was designedaishance your skills and help you overcome any barriers you may
be facing. You and your family will have an opportunity to see all available
programming/educational opportunities to assist in your transition to home and communities.
These programs includiée skills, job readiness and employability training that will lead you to
affordable housing and meaningful work. The handbook is the centerpiece for empaowaring
andyour family with your own rehabilitation.

The goal is to empower and incentivizesundividual under some type of state supervision

their own rehabilitationThe Georgia Department of Corrections has limited programming slots
available therefore, te numbers of program participants are determined by the awitatatfing
resourcs, volunteer support, and space availability. Program enrollment is baasgessed

needs Parole requirementandor good conduct within the institutions. Programs are designed to
address severaked areas

What are the primary targets of effegt programinterventions?
Criminal thinking
A Substance abuse
A Education
A Empl oyment

Cognitive-Behavioral Programs:
Why provide Cognitive Programming?
1 CognitiveBehavioral programs are designed to change criminal thinking and hold

individualsaccounable for their behavior.
1 Cognitivebehavioral interventions are structured and directive.

1 Effectiveness of these interventions in changing criminal behavior has been demonstrated
in numerous scientific studies.

The following programs are delivered by theGeorgia Department of Corrections for
individuals that show a need for Cognitive Behavioral Programs
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Moral Reconation Therapy (MRT)

MRT® is an objective, systematic treatment system designed to enhance ego, social, moral, and
positive behavioral @wth in a progressive, step by step fashion. MRT® has 12 to 16 steps,
depending on the treatment population. Briefly, MRT® seeks to move clients from hedonistic
(pleasure vs. pain) reasoning levels to levels where concern for social rules and othees beco
important. MRT focuses on changing criminal attitudes, beliefs, values, thinking pattern, and
behaviors.

Thinking for a Change (T4C)

Thinking for a Change (T4C) is an integrated, cognitive behavioral change program thasinclude
cognitive restructunig and skill building. The program is focused on changing destructive
attitudes and behaviors that reinforce criminal behavior. The program helps develop problem
solving skills and identifyaulty thinking that allows individual® justify breaking a ruler law,

and then helps them to come up with new attitudes and beliefs to counter the faulty attitudes and
beliefs they already have that keep getting them into trouble.

D.E.T.0.U.R.S. (Coastal SP only)

The D.E.T.O.U.R. (Dignity Encouragement Truthfida€ptimism Uniqueness Respect)
curriculum teaches basic social skills critical to effective problem solving training. This
curriculum was developed to meet the need for a short term training experience offered to
relatively large groups (180 participans). The scripted instructional unit (8 sessions) focuses
upon skill acquisition while the transfer training (transfer coaching) componégt\(&eks after
completing instructional unit) emphasizes the importance of skill application.

Life Skills (Transitional Centers only)

Life Skills is a cognitive skills building program designed specifically to meet the mission of the
Transitional Centers. Life Skills will assist in developing-pozial solutions to life issues. Since
most of thereddentsin the Transitional Centers interact with the public on a daily basis, it is
important that they have the necessary skills to respond appropriately in the community.

SUBSTANCE ABUSE

Why provideSUBSTANCE ABUSEProgramming?

A large number of individualare undergpervision for drugelated offenses. GDC follows the
following principles of drug treatment:

How does Georgia Department of Corrections Provide Substance Abuse Services?

TargetedLevels of Substance Abuse Treatmdrased on Texas Christian Universifyrug
Screen (TCUDS)

1 Motivation for Change:Motivation for Change is an intervention rather than a
program. It reduces the resistance participants have to more intensive programming
and helps them identify for themselves where they are at in theircftagange with
regard to their criminal behaviors, addictions, attitudes, values, and beliefs.

O This course is to be presented in 5#nour lessons.
O This program is a preequisite for all other programming needs.
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T Matrix Early Recovery Skills: CognitiveBehavioral approaches to helping
drug/alcohol dependeimdividualsremain abstinent. This curriculum consists of eight
lessons and is a primary treatment substance abuse program developed by the Matrix
Institute of Los Angeles California.

9 Matrix Relapse Prevention The Relapse Prevention program is a 32 lesson-skills
building program developed by the Matrix Institute of Los Angeles California.

i Residential Substance Abuse Treatment Center (RSATRSAT is asix-month
residential substance abuse tneamt program.Participantsaare courtmandated for this
program. Probationers that have both a substance abuse and mental health need can be
referred to a nine month RSAT program that specializes in dealing with individuals
with co-occurring diagnoses.

1 Substance AbuseAfter Care (SAAS): A six monthprogram which targets high risk,
high needsndividualswho have completed an intensive substance abuse services
program. These programs include Day Reporting Center Programs, Residential
Substance Abuse Trea&nt Programs, and/or approved community programs lasting a
minimum of 17 weeks of length.

ACADEMIC EDUCATION
Why provide academic education to offenders?

9 Correctional Education Association for the United States Department of Education,
Office of Corret i on al Educati on, concluded fAi nmat
programs while incarcerated showea | ower
29% reductorand t heir fiwages were higher. o

T AaThe I mpact of Pr i s on-infegraliana Inmates: The iexaS o mmu

Caseo0 The Journal of Correctional Educat
was associated with an 11% decrease in theywew recidivism rate of inmates
released.

Profile of Academic Education
i Participation is voluntary fahosewho do not have a high school diploma or GED.

9 In facilities, ndividuals are enrolled in academic education according to release dates

1 Academic Education, comprised of one to three courses of study that provide
instruction for the GED, is available all State Prisons, Boot Camps, and Probation
Detention Centers as well as in many Transitional Centers (80 GDC Sites): The general
education and special education courses of study are:

o Literacy (L/RR)

0 Adult Basic Education (ABE)

0 General Educain Diploma Preparation (GED Prep)
o ESL and Braille available at select facilities
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Profile of Counseling Services Interventions (Mandated Programs)

Sex Offender Psycheeducational Program(SOPP): SOPP is &arole Mandated Psycho
educational, cognitivdased curriculum introducing concepts and exercises aimed at
confronting sex offending thinking and behavioral patte®@PP is designed as a prerequisite
program that focused on preparing sex offenders for treatment upon release to Parole,
Probation oother community supervision

i Program Goals

(0]

(0]

To have theoarticipantfocus on the reality of harm to her/his victim (s)

To insure that thegecognize that he/she made choices throughout every
step of the process that ended with their present status

To helpthemrealize that sexual offending is an abuse of power to meet
oneds own needs at the expense of ot

To provide a forum for discussion re€
behavior for a lifetime

To provide a setting in which theyan practice ng ways of handling
feelings and urges

9 Program Placement:

Placement into the sex offender program requires one of the following:

o

(0]

Three years from Tentative Parole Month (TPM)

Three years form Maximum Release Date (MRD)

Special request form Board of Pardamsl Parole

Speci al request from Commi ssioner 6s
Special request from the Sex Offender Registration Board

Recommended by Facility classification Committeimhatehas served

more than 75% of current sentence or has served more than 20years on a
lif e sentence with no significant adjustment problems. This placement is
contingent upon there being no other prospective participants meeting the
aforementioned criteria.
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i Social Learning Programs:

Family Violence (12sessions)Legislatively Mandated
O GDCBoard Rule 1251-9-.01. Legal Authority.

0 Official Code of Georgia Annotated O.C.G.A:19-10
O GDC partners with the Commission on Family Violence

12 Session Curriculum

Lesson I Forms of Aggression

Lesson 2Types of Abuse and Consequences

Lesson 3 Quick Fixes and Long Term Solutions (males only)

Lesson 4 Revisiting Safety Plan/Justifications/Power & Control (males only)
Lesson 5 Substance Abuse and Other Influences for Interpersonal Violence
Lesson 6 Date and Marital Rape

Lesson 7- Marital Rgpe and Stalking

Lesson 8 Same Sex Rape (Males)

Lesson 9 Child Abuse Statistics, Myths, and Effects

Lesson 1@ Child Abuse Statistics, Myths, and Effects

Lesson 1t Elder Abuse

Lesson 12 Family Violence: Review and Wragp

Lesson 13 (femak only)- Effects of Family Violence on Women and Children
(replacement for Lesson 3)

Lesson 14 (females only) Power and Control and Creating a Safety Plan
(replacement for Lesson 4)

Lesson 15 (females only)Same Sex Battering

HIV Pre Release Pogram: Each year, the Georgia Department of Corrections (GDC) releases
approximately 420 inmates/probationers living with HIV and AIDS. The Pre Release Planning
program provides advanced discharge assistance for inmates that are 6 to 12 months f®m relea
Before releasdheyare typically given a 14 day supply of highly active aatroviral

medications (HAART). Additionally, the PiRelease Coordinator schedules them a follgw

medical appointment with a community provider. In some rare casgsnthebe given the

contact information for a communityased organization (CBO) that can assist them with their
transition from prison to community. The primary objective of theFRrkease planning program

is to provide a holistic reentry assistancefplan by assisting with community appointments and
referrals. This includes medical appointments, case management, housing, labor, and
employment, community based service organizations, substance abuse substance abuse, mental
health, etc. Additionally, #@PRPP program provides an opportunity for one on one dedicated
health education on the disease, how to reduce risks (including disclosure, prevention, and
medication adherence). This program is available to all offenders under GDC supervision who
have ber diagnosed with HIV.
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Active Parenting:
9 Active Parenting Publishers (APP), Inc., was founded in 1980 by Dr. Michael H.
Popkin, a former child and family therapist and Coordinator of Child and Family
Services for Northside Community Mental Healtm@ses in Atlanta, Georgia

i Field test evidence for this program (Popkin, 1984) was publishEdersecond
Handbook of Parent Educatidfine, 1991) and reported significant positive changes
in the behavior of both parents and children. Of the 274 parettie study, 97%
reported positive changes in their own behavior, 84% reported positive changes in their
childbdés behavior, and 97% indicated that

TOPPSTEP

The Offender Parolee Probationer State Training Epggld’rogram (TOPPSTEP) is a

collaborative effort between the Department of Corrections, the Department of Labor, the
Department of Human Resources, and the State Board of Pardons and Paroles to provide inmates
with the documents needed to obtain employragon release. These documents include birth
certificate and Social Security card.

Every DOL office has TOPPSTEP counselors who assist inmates in obtaining employment upon
release.

The TOPPSTEP collaborative and the Technical colleges sponsor JolFairsdtes who are

within three to six months of release.

Technical College System of Georgia (TCSG)
The Department of Corrections has collaborated with the Technical College System of Georgia to
certify programs and offer Technical school certificatesmimates who complete time

On the Job Training (OJT)
On the Job Training inmates earn Technical College completion certificates certifying the skills
learned while employed on their work assignments

Live Work Projects

Live Work Projects provide work @erience for inmates i@DC vocational education classes.
Inmates can build, remodel, or repair items owned by state, county, local government-and non
profit agencies.

Profile of Workforce Development Programs
Vocational classroom training prepares inmagés for employment in the following trades:
Auto Body Repair

Auto Mechanics
Auto Painting
Barbering

Braille Transcription
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Building/Industrial Maintenance
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Computer/Office Technology

Cabinetry

CommercialDr i v lacenses
Computer/Electronic Repair
Cosmetology

Customer Service

Diesel Mechanics

Drafting

Electrical Wiring

Food Preparation/Culinary Arts
Graphic Arts/Printing

HVAC

Masonry/Tile Setting
Plumbing

Veterinary Assistant

Visual Graphics

Welding

Other Programs Include

Fatherhood Program

Reading Program

Transitional Center i Work Release

Mobile Construction

Georgia Correctional Industries

Fire Servicesi Certified by the Firefighters Standards and Training



Criminal
Thinking

Substance
Abuse

Employment

Workforce Academic
Development Education

_ Lo . . Workforce Employment
Criminal Thinking Substance Abuse Academic Education R ey /
Develoiment Pre-Release
Moral Reconation O Motivation For O Literacy / Reading O Vocational O HIV Pre Release
O Therapy Change Remedial Education Program
Thinking For a Matrix Early Adult Basic - [7] Active Parenting
O Change Recovery Skills O Education = BithE Ak T
Matrix Relapse General Education - [ TOPPSTEP
(] D.ET.O.U.R.S. Prevention [ Diploma L [ntesestiEratier -, Fatherhood
. . Preparation Program
) ) Residential [] Career Centers .
[] Life Skills |1 Substance Abuse

Social Security Card
Treatment Center i ]

sex.Offender Substance Abuse
O g:z;fr\::ducatlonal O AR CarS [ Birth Certificate
[C] Active Parenting [] Residence Plan

[J Moving On
Anger ["1 Employment Plan
Management

=

Family
Reunification

O

[1 Driver’s License

["1 Reentry Handbook
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CHAPTER 6

WORK ETHICS

Job Survival Skills

There are things you can do to increase your chances of success on a new job. If you want to do
well, you may need to change the way you act and some of your attitudes. Employers say more
people lose their job because they do not use good work hathits than because they are not

able to do the job. The following list of suggestions is based on feedback from employers.

1 Positive attituded do not carry negative feelings into your new workplad@ake care of
them elsewhere

1 Always be on time Set aralarm clock to help you get up. Allow a few extra minutes for
traffic problems and getting children to daycare. Reliability and dependability gain the
trug and respect of your employers

1 Good attendance and promptnessre always important. Ask your supisor for the
proper method of informing him/her in the event you will be unavoidably late or out sick.
Unreliability may disrupt the work of other people who have to make up for your absence
and sets a bad examplemployers place this problem high o fist of reasons for firing
people

1 Honestyiempl oyers doné6ét want to pay someone Ww
Dishonesty is one of the top reasons emgisyive for firing an employee

Know and follow all office rules, policies, and proagds. Read the employee manuals

1 Follow directions and get along with your supervisad in a battle with a supervisor, you will
almost always lose! This is one of the tiogee reasons people get fired

9 Listen and learn. Be open to new ways of doing thingsyen if you were taught
differently in school or on a different job

1 Work efficiently. Working too slowly or making too many mistakes is a major reason for job
failure. You can see wbyunproductive employees cost more than they earn

1 Treat co-workers with respect, courtesy, and dignity. Know your empl
harassment polié/ monitor your own behavior and act early if you feel you have been
placed in an uncomfortable position. Harassment can occur at any time and any place
(before and after work, on amdf work premises). Harassment can be verbal, physical, or
visual and can occur whenever employees interact with each other, supervisors, customers,
vendors, and other third parties

Communication

1 Be ateam player.Be willing to help. Try to fit in with the team
Ask for help when you need it. If you make a mistake, letiysupervisor know immediately

1
1 When you need to talkwith your supervisor, ask veim would be a good time to meet
1

Follow the proper chain of command. Discuss tems with your supervisor first
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Getting Along With Others

1 Treat everyone with courtesy and respect

1 Always be friendly to everyone. Be willing to go the extra mile. This creates goodwill
with employers, ceworkers, ad customers

1 Do not express your opinions, biases, or prejudicesbout others while you are at work.
Respecting differencas a priority in the workplace

1 Accept criticism as constructive. Do not become defensive or take criticism personally

1 Keep your emotions under control. The job is not the place to expressbow your
opinions or feelings

1 Find a mentor, someone who knows the company and the job well enough to coach you or
show you tle ropes

1 Realize playing politics or power gamesould ke dangevus and backfire on you

1 Show appreciation. Let your supervisor and emorkers know you appreciate their
training support, input, feedback, etc

1 Be willing to do more than you aesked to do

Personal Traits

1 Be clean and wdlgroomed. Wear clean and jehppropriate clothes. Avoid weag
strong perfumes or colognes

1 Be willing to learn new skills. Keep a record of classes you are taking that relate to the job
and review with your supervisor at an appropriate time.

1 Find positive and upbeat ceworkers as new friendsAvoid negative, critical, and
gossiping people

1 Keep your personal life and problems at home.If you are having trouble working out
personal problems, seek out counseling, support groups, or employee aspisigrai®s
(EAP)

1 Prior to starting the job, try to have all appointments with doctors, dentists, etc., out of the
way. Have your transportation and day care lined up so you do not immediately have to
take time off. Have an emergency plan for day cararamdportation

1 Be patient with yourself and your employer. It takes time to get ugeo, learn, and like a

new job

When You Make a Mistake (on the job or in life)

To

err is human; webdve all/l been gui |l tgwhenfthe mi st ake
inevitable mistake occurs:

TFirst take a deep breath. Do not run, hide,
cannot be undone to figuring out what needs to be done next and right away.

9 Figure out what went wrong, howvtent wrong, and what to do about it. Think clearly and gather
information so that you can solve the problem and make amends.

9 Be a problensolver. Whether it was a minor embarrassment or a major disaster, think of yourself as a
problemsolver and explaito your supervisor how you will avoid a repeat.

9 Tell your supervisor the mistake. Keep emotion to a mininiube straightforward, clear, and

g

direct, AThis is what happened and 1 6m sorry.

recommend. 0

fListen to your bossds response. Be prepared
etc. Above all, do not argue or offer excuses.

1 Apologize and accept responsibility. Grace under fire can win you new respect.

9 Check for causes of regtamistakes. Try to change it so you can be in control in the future.

91 The longer you wait to deal with a mistake, the harder it will be to correct it.
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uestions

What are three positive changes you have made in your life, if asked at a job interview?

What are you going to say when asked if you were incarcerated?

Give two examples of questions you may ask a potential employer.

What reasons might an employer not hire you? How will you address these?

Why should you dress to impress for a joterview?
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CHAPTER 7
TRANSPORTATION

One very important area for you to consider is your transportation plan. How you get to

work, report to your probation or parole officer, and other important appointments can
determine the rate of your success at as yotransition back into the community. There are

many ways to get from fihere to thereo but so
box. Here are some ideas to help you come up with this plan.

Walking- you can make your plans so thatu 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.

The bus if you are going to Atlata, and other cities, you will be able to take the bus. All cities
with bus systems have free bus schedules available.

Metropolitan Rapid Transit Authority (MARTA) rail and bus system has a website at
www.itsmarta.com and Customer Service number at (48485000 which helps you plan trips,
get news, help, schedules, and bus pa®d@&KRTA also offers a reduced fare program for the
elderly, disabled and those on Medicaid. Call (404)848 if you think you might qualify.

1 Buses Times vary on individualoutes. In General, buses run from 5:30 a.m. to 1:30 a.m.
Monday through Friday and from 5:30 a.m. to 12:30 a.m. weekends and hol{dlagsk
ontline or call the main customer service number for information.

1 Rail Cars: Martads rail appreximatety 5a.m.eta B a.re. Montlay o m
through Friday and from 5 a.m. to 12:30 a.m. weekends and holidays. For locations and
routes, check the website, or call (404) &080.

1 Fares Regular MARTA fares can be purchased at each rail station, in the formdef a
card or may be purchased at convenient | oc
Stores are located at various locations in the Metro area.

Taxi cabscharge per trip and will charge additional for the number of people in the cab. Though
this is a very convenient form of transportation, it is the most expensive. Use cabs only when
necessary and in cases of emergency. Or, if you need to use this as your primary form of
transportation, make sure to budget that amount of money in to your snepémnding plan. Also
remember that cabs also charge for waiting, sometimes up to $25 an hour.

Buying a Car

At one time, a brand new car was a better value than a used vehicle in terms of overall
dependability. However, cars of the last decade are lmiirband last longer. Buying a new car
means the extra money goes for depreciation. For about half the cost of a new car, you can buy a
seven to eightyear old used vehicle in good condition that still offers years of service and
includes many standa safety features.

The Internet is a wonderful tool for the useal buyer. You can read expert reviews on older
vehicles; just type in a make, model, year, and mileage to receive a professional estimate of a
particular <car 6s wdtymBluehBook breaksrpricesxdanm pyl neethod bflsae K e
(dealer or private party) and car condition (poor, fair, good, or excellent). The website for Kelly
Blue Book isKkBB.com. Edmunds is also a good site for this and there email addrigdsignds.com
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It is a good idea, especially when buying without warrantiebave the car looked at by an independent
mechanic. For about $89 7 5 , many mechanics wil/ check out a
work that the car needs, and estimate how much thesgpai rs are | i kely to cos
i nsuranceo and may al so help you get a better des:¢

Insurance Costs

The cost of owning a car today is more than the price on the window. Before you can dirigarymu

must also purchase insurance. keguired by law (in Georgia all cars must have the minimum of No
Fault/ Liability Insurance) and protects you from paying costly bills in the unfortunate event of an
accident. Insurance costs vary. The coshtlculated by a number of factors including the year of the car,
the make and model of the car, your age, your gender, and your driving record.

There are two types of car insurance:

9 Liability 7 will cover the bills of the other driver in the event tlgati cause an accident but will not
pay anything to you if you are hurt or your car is damaged. This type of insurance costs you less per
month, but may be more costly in the event of an accident as you must pay to fix the damages to your
car.

1 Full Coveragei will cover all bills of all drivers in the accident, including you. This type of insurance
costs more per month but may save you money in the event of an accident. (*A deductible applies in all
policies. This is the amount you are responsible féorbethe insurance company will pay.) Cars that
are financed must have this type of insurance.

The following tips may help when choosing the right car for you:

1. Go with low mileage if at all possible Lower miles are a benefit if you resell and shondhn
more time before repairs are necessary.

2. Learn about previous owner(s). Find out the number of previous owners. ldeally, a two-péhr
car should have one owner,andafwve ar ol d car shoul dndét have mo
more ownes, it may be a warning sign. Beware of missing or inconsistent service re¥aonas.
have the right to ask for the CARFAX report (carfax.com). This report gives you a history of
all the accidents or damage the car may have received.

3. Do your homewolk. Research everything about the vehicles you have in mind. Read up on
current traden and market values; safety ratings; consumer and professional reviews of the
vehicles; and the options, mileage adjustment, and condition of the cars. The inteigedds
resource for this.

4. Investigate the lease and rental marketThere are many excellent lease return cars on the used
car market, especially cars driven by an individual for personal use or in a company.

5. Get everything in writingd especially prie, terms, repairs, and/or trashs. This should be
clearly written into the sales agreement.

6. Make sure you can afford to own the car once you have bought itThe True Cost to Own
(TCO) takes into account all ownership and operation costs foydiaes, giving the breakdown
year by year. The purchase price is the tip of the iceberg, and the TCO reveals all costs such as:

[ Depreciation [1 Loan/ Interest (] Taxes and fees [ Insurance premiums | Fuel costs

[] Maintenance and repairs associated with buying, owning, and operating a car over a-frear
period If possible, research these costs on the Internet by gdiaionds.comor many other
sites.
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CHAPTER 8

MONEY MANAGEMENT

As difficult as prison may be, there is security in not having to n@kenany choices, especially

with money. Once you are released, and get a job, you will be earning money, deciding how to
spend it, and making decisions you did not have to make while incarcerated. You will have to

|l earn the differmdcien ded svee eaan i wametdoi me s wh a
may be a fineedd to another.

There isnbét a Arighto or Awrongo way of deal.i
tend to give people a feeling of more control over their money and thest liAsk yourself:

1 Does your money always seem to disappear long before the next check?

Do you often wonder where your money went?

Do you ever run out of food or gas between paychecks?

Do you often get collection notices for past due bills?

Doyouneedtb uy t hings you canét seem to afford
Do you pay some of your bills late every month?

Do you need to borrow money to make ends meet each month?

= = =4 =4 -4 A -

Do you owe a lot of money on credit cards?

I f your answer to any of t h eysuemampgeeysut mooeyand i s
avoid some of these problems. The first step is to make a spending and saving plan. Then start
keeping track of where your money is going. You have to know how much you are spending and
what you are spending it on before yomcama ke a pl an, f@Abudget. o

Wants versus Needs

1 How do you decide what to buy? What do you absolutely need and what does that exactly
me an ? Wh a t can you do without for the t
problems in life can be figured outbysithg down with a paper anoc
chance to do just that.

1 Use the pages included in this chapter to help you create your sample litoggtete it
the best that you can, and then ask a friend to check your numbers. This will th&ebd li
of research. Check the newspapers for apartment rent figures, the Sunday paper grocery ad
for the cost of food, etc. This will be your budget for your first month out of prison.

1 Make your numbers as realistic as possible. This will help yaieceebudget plan of how
and where to spend your money appropriately. When you are released, write the actual
amounts that you spend next to your budgeted numbers so when you make your budget
again it will be accurate.
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Some bills you will pay every six mtrs or once a year. Budget these expenses by
including one monthds <cost of that bil I [
insurance premium is due twice a year and is $360, then budget 1/6 of that bill (1/6 of $360
= $60) every month and ptitat amount into your savings until you need it.

Keep this book and usthe filled out sample budget pages in this chapter as a guide
Purchase a budget book when these pages run out or just use a notebook. Keeping a
budget will help you organize yourdifand avoid running up expenses you cannot afford.

Remember to keep receipts from purchases. Keep them in a folder or a place that you will
not lose them. Sit down once a week and, using your receipts, the computer and/your
checkbook, update your buddetreflect what you actually spent.

Before you go shopping, consult your budget to see how much money you can spend. For
purchases like groceries, do your shopping once a week or every two weeks and make a
list. This will make it easier to limit how mugyou spend and help prevent impulse
buying. However, if you do, make sure to keep the receipt and enter the amount into your
budget. Also, try not to grocery shop when you are hungry. Coupons are also a great way
to save money. You can get them in thady newspaper, online and many other places.

If you have a pocket calculator, keep track of the cost of items as you select them. Many
cell phones have calculators on them. This will help you choose the right mix of items to
stay within your budget. Usina calculator and adding up the cost of your purchases as
you shop, is a good way to avoid impulse shopping. If you leave the store with the items
that you came for and money left in your pocket, congratulate yourself.

Keeping Track of Your Spending

The first step to make for a spending and saving plan is to start keeping track of where your
money is going.You have to know what you are spending and what you are spending it on before
you can make a spending and savings plan.

As soon as possible, stavtiting down everything that you spend by cash, check, debit and credit

card.

T

T

When you write a check, write down the date, item, and amount in your checkbook. Also
do this when you use a debit card. Remember, that money comes from your checking
account e you need to track it as you would a check.

When you spend cash, write down the date, item, and amount in a notebook or calendar.

You need to keep track of your spending for at least one month before you can get a good picture
of where your money is goingAt the end of the month, total the amount you have spent for each
spending category.
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For example, for January your list might look like this

Check Date ltem Amount
#1 Jan. 1, 2010 Rent $450.00
#2 Jan. 1, 2010 Videorental $3.25
#3 Jan. 2, 2010 Bus pass $30.00
#4 Jan. 5, 2010 Groceries $45.00
#5 Jan. 7, 2010 Shoe polish $5.00
#6 Jan. 10, 2010 Billfold $6.00
#7 Jan. 12, 2010 Gas $11.50
#8 Jan. 15, 2010 Electrichbill $33.25
#9 Jan. 18, 2010 Groceries $75.00

At the end of January, look at where the money went and divide it into categories. Here are the
categories for the above example. This is probably what your spending categories will look like
too. Adl these nine items together to get the following category totals:

January Total By Category

Housing and Utilitiesitems 1+8 $483.25
Food and Beverage Items 4+9 $120.00
Transportation ltems 3+7 $41.50
Personal ltems 5+6 $11.00
Entertainment ltem 2 $3.25
TOTAL $659.00

Creating a Realistic Budget Plan

These are some basic expense classifications and guidelines suggested for planning your budget.

This means to keep youexpenses in that category within that percentage of your TAKE
HOME salary:

Housing (26:30%) Utilities (4-7%)

Rent Gas and electric

Mortgage payments Waste disposal

Repairs and improvements Water

Property taxes Telephone cell and or landline
Food (1530%) Medical (2-8%)

All food items Insurance

Restaurant/meals to include delivered Medicine

Pet foods Hospital, doctor, and dentist bills
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Family Necessities (2%) Musical supplies

Laundry and dry cleaning Sporting goods

Toiletries and cosmetics Vacations

Barber and hairdresser Video Games

PersonalDevelopment

Postage and stationer ,
g y Books, magazines, & newspapers

Minor home furnishings .
Tuitions and course fees

Automobile and Transportation (6-30%) Savings and Investments (®%)
Purchase and installment payments Long-term saving/ investment goals
Gas and oil Emergency funds

Outlay for Fixed Assets (28%)

Major purchases or installment
Repairs payments on appliances, garden
equipment, and furniture

Insurance

Rental, taxi, and bus fare
Clothing (3-10%)

All clothing purchases, alterations,
repairs, and dry elning.

Repairs (appliance, TV)

All percentagesare estimated& can vary
Recreation and Entertainment (26%) due toincome levels, family size, and
personal choice.

Admissions

Games and hobbies

The Case of the Missing Money!! Cupcake twin pack $.95
When you were out, do you remember Bag of potato chips .70
thinking, Awhere did all my money go0?0
Think about your daily routine. Do you get a Can of soda .60
snack from a vending machine every .
afternoon? Do yobuy a pack of cigarettes Just three snacks add tapjust a few dollars _
every day? Do you play the lottery every a day. Al though this d
week? These are al |l WAL aggrodpftime ihgrowss j n g
moneyo that will eat away at,__your ending
plan. To see where your money is going, Every day $ Ezq‘:’
record these items below. Then you can -
either make changes mclude this cash in Every five days $11.25
your spending plan. Otherwise, it will Every four weeks ~ $45.00
continue to disappear.

Every year $585.00
For example: Each workday, Lin buys three ~ Use the above examples on how much you
snacks from a vending machine: are spendnkg on ]
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(You can use what you were using on the
streets and also what you are spending at
the store while you are incarcerated)

Item Cost
Per day? Perweek?  Per month?
(Day x5) (Weekx4) (Monthx 12)

Smart Changes to Sag Dollars

Stretch your paycheck by looking for smart
ways to spend less.

1. Plan ahead and shop around.

Plan your spending carefully,
especially for expensive items.

Comparisorshop before you buy.
Check catalogs, thrifty classified ads,
garage salesnd secondhand and
discount stores. The computer can be
a great resource to help you compare
item price s.

Do most of your food shopping at a
grocery store. Save convenience
stores for
food just because
planned abad; save it for a treat.

Look for sales and specials on food
staples, soap, paper products, and
personal items. Use coupons if they
help you save on things you would

emergenci es.

your list, unless it is a good buy and
you will use the item(s).

Check around for lower cost
insurance, but be sure the company is
reputabé.

Buy clothes that go with items you
already have. Mix and match outfits.

Your ideas:

2. Use wisely.

Make the items you buy last longer
by taking proper care of them.

Use food promptly to avoid spoilage.
Talk to your children about not
wastirg food.

Do regular car maintenance, such as
oil changes. Tuning up your car and
inflating the tires properly will
improve I?éour gas mileage.

onot get
y 0 U WasghYairtér Yourself

f ast

Pay your bills on time to avoid
finance charges and late fees.

Make sure you have monay your
checking account before using your
debit card or writing a check.

buy anyway.

Hy anyway Overdraft fees can be $35 or more per
Eat before you go to tUgngacign or e. Donot
shop for groceries when youdre

hungy. Your ideas:

Make a list of what you need before

you go grocery shopping and stick to

it Donoét buy anytth—mg—ttHheat ST ot O T
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3. Donét buy i mpul si vel yindoutifalowepriced brand
works as well as the one you usually

When you think of buying something, buy

ask yourself: Do | really need this
item, or isthere something else |

would rather do with the money? Instead of taking the family to a

movie, rent one from the store, check
one out from the library, or borrow

Be able to say no to yourself, your )
y Y Y one from a friend.

children, and salespeople whenever
you feel pressured into buying

something. Instead of goig to the mall, play

games together.

Look at your phone service. Do you

use a home phone and a cell phone? Instead of going to a restaurant, get

prepared food from a grocery store

Does everyona your family have a deli.

cell phone? What plan are you on?

Remember, minutes, texting and web Take the bus or subway whenever
browsing all cost money so get a plan possible. If you use them often, buy a
that is best for your family. bus pass. For short trips, walk or ride

Check your cable television bill. Do abike. Cabs are expensiv

you really need more than the basic 5 Find it free.
plan? Do you neechable television at
all? Many items are available for free.
. You can borrow books, CDs, music
Your ideas tapes, and videos (and sometimes
even games, toys, and pictures) from
the library.

Check the local newspaper for free or
low-cost activities for the family.

There ae many web sites that offer
deals.

4. Substitute Get your exercise in public
playgrounds or parks.
Buy oneall-purpose cleaner for
floors, walls, woodwork, and
appliances.

Check i f youdbre eli gl
discounted classes, food, or meals

(such as community or school meals,

Use less expensive homemade WIC, food Stamps, or senior mea|S).
cleaners. You can use baking soda to
scrub sinks and countertops and a
vinegar and waterodution for

cleaning glass. Your ideas.

Find out about allhe health care
benefits to which you are entitled.
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Category Total

Housing and utilities $

Food and beverage

Transportation

Personal

Entertainment

Total $

6. Keep track of the little things that can
add up.

Record how you are spending the
cash in your wallet.

Reduce your spending on snacks,
magazines, phone calls, and lottery
tickets.

Turn off the radio and television as
well as the lights when no one is
using them.

Teach your children these saving tips
also so everyone can be a part.

Your ideas.

7. Be creative

Whatare some other smart ways you
could reduce your spending?

Sample Money Tracking Format

Use the following format or create your own
to keep track of your money spending. At
the end of each month be sure to total each
category. You will then be able to reevaluate
your money values and the way you make
financial choics.
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Monthly Budget

Income

Budgeted

Actual

Difference(+F)

Job # 1

Job # 2

Other Income

Total Income

Fixed Expenses

Rent/Mortgage

Home Owner 6s/ Rent

Property Taxes

Credit Card Payment Minimum

Health Insurance Premium

Telephone cell and landline

Utilities

Child Support/ Childcare

Supervision Ees

\Variable Expenses

FoodGroceries

FoodMeals Out (not entertainment)

Toiletries, Household ltems

Clothing

Medical Expenses

Entertainment

Transportation

Car Payment

Bus Fares and other public transportatic

Gas

Repairs and Maintenance

Auto Insurance Premium

Parking

Savingj

Total Expense

Balance
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If you buy on credit, how much can you afford?
As a general rule, use the following guide:

For safe credit use, fill out the following worksheet to see how much
can safely spend on credit payments each month.) Your mdak@thome
pay / income

$

B) Housing (mortgage / rent), insurance

C) Utilities (phone, electric, gas, waste, cable TV)

D) Food

E) Clothing

F) Transportation (gas, repairs, insurance)

G) Medical expenses (insurance, dentist, medications)

H) Child care and other fixed monthly expenses

I) Total Monthly Expenses(add together items above-Bi)

J) Monthly Spendable Income(subtract | From A)

K) Divide Monthly Spendable Income (J) by 3

This is the amount you can safely spend oredit card
payments each month

AR ||| A AR AR
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Banking

Ask these important questions of any bank or
credit union before opening an account:

What is the minimum | need to open
an account?

What is the interest rate on the
account andhe minimum balance |
must keep in order to earn interest?

Is there a monthly fee and is there any
way to avoid monthly fees, such as
maintaining a minimum balance?

What happens if my account balance
falls below the minimum
requirement?

Is there a chamgfor each check or no
charge up to a certain number of
checks (such as 10 checks per
month)? If there are a limited number
of checks allowed per month, how
much is the charge for going over that
number? If you write a lot of checks,
an account that ha® monthly fee or
percheck charges is for you.

A debit card is a way to access your
checking account without writing a check.
Many debit cards will have a Visa or
MasterCard logo on therbut they are not
credit cards. You have to money in your
checkirg account to use the card! Make sure
to record all the transactions from your debit
card as you would your checks.

Is there a fee for using an ATM?
Unless you use the ATM at a branch
of your bank, there is usually a fee for
use of another machine. Madtthe
time during the transaction, the
machine will let you know of the

extra charges for the use of that
machine and the ATM will have a
notice posted on the machine stating
the transaction fees. Depending on
your bank they may also charge you a
fee forusing a nometwork ATM.

78

You can find out by asking a bank
representative or by reading your
bank contract.

Depositing Money into a Checking

Account

. Write the date you are making the

deposit in this blank.

If you are depositing cash, write total
amaunt here.

If you are depositing coins, write the
total amount here.

If you are depositing a check, write
the check number, which is the
number printed in the upper corner of
the check.

. Write the amount of the check here.

If you are depositinghore checks

than can be listed on the front,

continue to list them on the back, and
write the total amount of the checks
on the back in this blank.

. Write the total amount you are

depositing here.

If you are making a deposit at a bank
with a teller ad want to receive cash
back from your deposit, write the
amount you want in this field.

. Write the total amount you want

deposited (total amount minus cash
received). When you receive cash
back, you have to sign the deposit
slip.

Many ATM machines atsallow you to
make deposits through the machine. Itis
very important that you get a copy of the
receipt for this deposit and double check
that the money was credited to your
account. This can be done through a
computer or checking with the bank. To
understand how to do this, ask someone
at the bank for help.



Steps To Take When Writing Out a Check

1 Check numberChecks come praumbered when you receive them. Numbering
helps in balancing your account or spotting a lost or stolen check.

91 DateEnter the date you are writing a check.

1 Pay to the Order of Enter the name of the person or company to whom the check
is written.

T Amount of checkinnumeralsEnt er t he amount of the chec
leave any space between the-primted dollar symbol (fand the numbers
indicating the amount of the check; there should be no room for someone to add
in extra numbers.

1 Amount of check in wordsEnter the amount of the check in words. Start writing
at the far left side of the line. Follow the dollar amountblye wor d fAand, 0 t
write the amount of cents over the number 100. Draw a line from the end of the
100 to the end of the line.

1 Signature Sign your check exactly the way you signed your name on the
signature card you filled out when you opened your aticou

1 Bank numbers These numbers are so that the check can be delivered to your
bank after your purchase.

1 Identification numbers-These numbers are used to identify the bank, your
account number, and the check number. They are printed in special madnetic in
that machines can read. The first set of numbers to the left are the routing
numbers, the next set your account number, and the last set the number of the
check.

Proper Way to Endorse a Check

Do not endorse your check until you are about to degogDnce it is endorsed,
someone else can then put it in to his/her account.

Reconciling a Checking Account

When you get your bank statement, sit down with the statement and your checkbook to
make sure that your checking account record is correct atdhit bank has not made

any errors. Following the directions listed below will help you keep an accurate record of
your account.

1. Obtain the current balance from your bank statement.

2. Add any deposits that you have recorded in your check registédrdiigre not on
this statement.
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3. Subtract any outstanding checks (checks you have written but that have not yet
cleared the banking system).

4. Compare the results with the current balance in your check register.

You can also sign up for dime banking This service allows you to check your account

whenever you need to or just want to. Remember checks and debit card transactions go
through i mmediately now. There is no Afl oa
money needs to be in the accounewlyou write the check or use your debit card.

NOTE: The balance in your check register should be adjusted to include a) deductions
for service fees or other charges; and b) additions for direct deposits and interest earned.

Some other important things toconsider as you look for a checking account include:
1 Convenience

o Bank location

o Disability access and services

o0 Hours

0 Online banking

o0 ATM availability

1 Checkclearinwhat are the policies? Some ban
that are personal checks, wahonger hold for oubf-state checks; others
may give you instant access to only part of a deposit (for example, the first
$100) until the check clears. Remember, banks usually subtract from your
balance any checks you have written against your ac8&PORE adding
any deposits to your account, even though the bank received all on the same
day.

1 Fees for services, overdrafts, etc. Some banks have very steep fees for
Abouncedodo checks (written by or to you)
forusingthei or ot her bankdéds ATM6és or even fo
checks to you each month.

1 Cost for personalized checks from the bank (some banks charge as much as
$25 for a box of 200 checks). Maitder check printing services offer lower
cost checks.

1 Manybanks also now offer-accounts which are done totally electronically.
Look at you and your familyds needs and
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Availability of electronic banking services

As we have talked about, electronic banking can be a very hetgfldanvenient way
for you to manage your banking account. Here are some of the services available with
electronic banking:

o Direct deposit of earnings into accounts.

0 Automatic payments to utility companies/other businesses deducted from
your checking acamt as prearranged by you.

o Telephone teller allows you to authorize certain transactions and access
account information over the phone. Fees usually apply to these
transactiond access is from anywhere there is a tetate phone.

o Online banking offers imesaving, coseffective way to check balances,
pay bills, transfer funds, compare savings plans, and apply for loans on the
Internet (provided you have computer access).

0 ATMs/debit card services offer an easy way to complete simple banking
transactionsuch as deposits and withdrawals.

1 ATM machines are usually conveniently located outside banks, shopping malls,
supermarkets, and convenience stores. They alloshoR#4 access to your
account, but that also means you can be tempted with overspendingpaskeim
buying.

1 ATM convenience is a pricey oéeyour bank and the ATM bank provider may
both charge you service fees for using the machine. Make sure you understand
your banks policies. Many banks do not charge a fee if you use their ATM
machine. This seice is a great convenience, but should be used with caution
because of the charges. Make sure to deduct any charges and fees from your
checking account balance.

1 You can get a free copy of your credit file if you have been denied a bank
account in thepast 60 days because of information provided by an account
verification company. Ask the bank to give you the address or telephone number
of the company.

T To use an ATM machine or debit car d, y
identi ficat i oMevenwitlycer PN of thd daril or keep it with
the card. Also do not use passwords such as your birthday, 1, 2, 3, 4 or any other
code someone could figure out. If you give your card and PIN to someone, you
are responsible for any withdrawals, evenaofy di dn ot aut horize t
your PIN carefully. Tell the bank know right away if your card is lost or stolen.
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1 If you have an ATM card with a MasterCard or Visa logo on it, you also have a
debit card connected directly to your bank account. Wherugelt, money goes
from your checking or savings account to the company you are paying. It can be
used wherever MasterCard or Visa cards are accepted.

1 If you apply to open a bank account and are rejected, it is probably because your
name is listed in thdatabase of the major national account verification company.
This service helps banks screen out applicants who have mishandled bank
accounts in the past. A financial institution may require that you open a savings
account before allowing you to operclecking account with them if you have
been screened as a poor risk.

Electronic Banking Services

Electronic banking can be very convenient. Electronic banking, however, is not a
substitute for keeping an accurate record in your checkbook.

1 Direct deposité ear ni ngs (or gover nment payment s
into bank accounts, saving time, effort, and money.

1 Automatic payment uti l ity companies, | oan payme
use an automatic payment system with bills paid through direct withtifeom a
bank account.

1 Automatic teller machines (ATMs) allow customers to withdraw cash and
conduct banking transactions; some ATMs sell bus passes and postage stamps.

1 Point of sale transactioné acceptance of ATM/ check <caroc
restawants for payment of goods and services.

1 Online bankingé Banks with websites allow customers to check balances, pay
bills, transfer funds, compare savings plans, and apply for loans all on the
Internet.

What Is Credit?

If you have ever taken out a loanktoy something a car, for exampf you were given

credit. Credit means Yyou are using Ssomeone
means you are making a promise to repay the money (the loan) to the person or company

that loaned you the money.

Good credi means that you make your loan payments on time and repay your debts as
promised. Good credit is important because it makes it more likely that you will get a
new loan in the future when you want to make a major purchase, such as a car or home.
When youhave a good credit record, lenders feel more confident that you are willing and
able to pay back the new loan.
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Comparing the Cost of Buying On Credit:

1 Rentto-own contracts and catalog or television ads that feature monthly payments

may look like a goodl e a |

You

donot

have

to

ma k e

credit history. However, this kind of credit is expensive and may cost two to four
times as much as paying cash or charging the item. Many times you would be
better off saving for this item and payiitgn full.

1 When you buy from a store with an installment plan, you can pay on an average

of 18 percent interest.

period of 12 months, you will pay $27 in interest charges.

1 Many people only make minimnu payments on their charge accounts each
month. This means you will pay much more for your original purchase.

For example, if you purchase an item for $177 over a

For

example: you owe a department store $500 for a new TV set. Every month you
pay the minimum amount due, $12.50. At this rate, it will take five years (60
mont hs)
you make only the minimum payments, you will actually end up paying $762 for
the TV set, instead of the $550 it would have cost you if you had paid it offe

year.

t o

pay

of f

the 1| o

an,

i f you

donod

1 View the graph below to see how the length of time a loan is paid back can make
a difference on the total cost of a purchase.

Original Interest | Length of | Number of Loan Interest | Total (real)
Loan Rate Loan Payments Paid Paid Cost
$500 18% 5years 60 $500 $262.00 | $762.00

4 years 48 $500 $205.12 | $705.12
3 years 36 $500 $176.08 | $676.08
2 years 24 $500 $99.04 $599.04
1 year 12 $500 $50.00 $550.00

Remember; make more than the minimum payment.

Pay off as much as you can, as &stou can. It will save you money!

How Do | Know If | Have Good Credit?

Sometimes people think they have good credit.
surprised to learn that there are some problems with their credit history. The best way to
find out if you have good credit is to get a copy of your credit report.
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What is a Credit Report?

A credit report is a record of how you have paid your credit card debt and other loans. A
credit report shows how much debt you have, if you have made paymetimseowor if

you have not paid back some loans. Credit reports do not show information about your
race, religion, medical history, personal lifestyle, political preferences, criminal records,
or any other information unrelated to credit.

Credit reports areompiled by national credreporting agencies. The typical credit
report includes three types of information:

1. Identifying Information:

Your name, address, phone number, social security number, date of birth, and
current and previous employers will Be included. This information comes
from your credit application.

2. Credit Information:

It contains specific details about your credit cards, student loans, and other
loans. This information includes the date opened, credit limit or loan amount,
balance, and monthly payment. The report also shows your payment history
during the past several years and the names of anyone else responsible for
paying the account, such as a spouse esigoer. Late payments, skipped
payments, accounts will be turnedveo to a collection agency, and
repossessions appear here. This information comes from companies with
whom you do business.

3. Inquiries Information:

The name of those who obtained a copy of your credit report and how often
you have applied for credit ithe past two years will be part of your credit
report so do not apply for credit randomly. This includes applying just to get
a gift.

How to Order a Credit Report

The best way to know what your credit report shows is to order one and review it

cx efully. |l tds a good idea to order you
there are no errors on it. In the state of Georgia, you can receive a copy of each of

the 3 credit reports once a year for free. Be careful when ordering your report.

Many adsare trying to get you to sign up for a service and the report itself is not

free. You can contact the three major credit bureaus at the following addresses.
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Experian Equifax Trans Union

PO Box 9595 PO Box 740241 PO Box 1000

Allen, TX 750139595 Atlanta, GA 303740241 Chester, PA 19022
1-888-397-3742 1-800-6851111 1-800-888-4213
WWW.experian.com www.credit.equifax.com Www.transunion.com

Credit Karma offers an fAappo for smartphone

allow you to get your credit score forfree. You can also visit their website at
creditkarma.com

The website for a free credit report is: annualcreditreport.com. The score costs
$7.95, but thereport is free and you do not have to give any credit card information
to get the report.

How to Correct Errors on Your Credit Report

Credit reports should be accurate, but it is important to make sure they are. If there are
errors or outdated information on your credit report, it could hurt your chances of getting
a new loan and some jobs. The goesvs is that you have the right to have the mistakes
corrected at no charge to you. Herebs how:

1 The credit report may include information on how to correct errors. Follow the
instructions that you get with the credit report to tell the creghiorting @ency
about the mistake.

1 If additional information is needed to correct the error, the eregibrting agency
will tell you what to send. For example, the agency may ask for copies of
cancelled checks or other payment information. If you have keptrgoodds of
this information, it will be much easier to show them where the mistake was
made.

1 A phone call to the agency alerting it of the error often will take care of the
problem. Realize that these agencies are very busty and it could take a while one
the phone to get all the information that you need. Be patient.

1 You may also wish to explain the problem in a brief letter. The eregdrting
agency must investigate your complaint within 30 days and get back to you with
the results. If the agency @ie that the information in the credit report is
inaccurate, the creditor must notify the other major cnesibrting agencies of
the error so they can correct their information. If the creghbrting agency does
not find an error and you still beliewsur credit report is inaccurate, you can
contact the creditor directly to try to straighten out the problem. You also have
the right to explain your side of the story on the credit report if the issue still
remains unsolved. You may write up to 100 vgotd explain the situation. The
statement will appear on your credit report.
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Ways to Create a Credit History

Some people prefer to pay cash for all their purchases. This option may be a good way to
budget your finance, but it will not assist you in cnegta positive credit history. If you

have never taken out a loan or have never had a credit card, you may not have any credit
history. This may become a big problem when you want to apply for a home mortgage
because you do not have any credit historyu ¥an create a credit report of your own

by putting together your own personal credit history. This is called aradiional

credit history. This is a way to show your lender that you have been responsible for
paying your bills on time. You may ufieese suggestions when it is time to create your
own credit report:

1 Keep copies of your bills including rent, telephone, electric, insurance, cable, etc.
1 Keep copies of cancelled checks that you used to pay your bills.

1 Ask your property manager and utiliproviders to give you a letter stating that
your payments have been made on time.

1 Show your record of bills, payments, and letters to lenders to prove that you have
been paying your bills on time. A record of two years would be ideal.

1 Youmayconsider&si ng your bank to give you a fise
might be backed by your savings account. Be sure you understand the terms of
this type of card because there may be fees involved. Be sure to use the card and
make the payments.

1 You may qualif for department store credit cards. The limit may start out small
but will be raised after you show your ability to make the payments. Try to pay
the balance each month; this will make a difference on your credit report.

Be aware that if you have a joim account with your spouse, any debt that results is
your responsibility, even if you were not aware of the charges. Before getting a joint
account, you may want to ask a noprofit credit -counseling agency for assistance.

Ways to Improve Credit: A Credit History

The following are steps you may take on your own to improve your credit:

Always pay your bills on time! This is the area that has one of the highest affects on your
credit history. Even a day late can make a difference.

1 After paying rent, utities and car payments (including insurance, pay your loans
next. Pay the loans before you spend on things like going out for dinner and
movies. Recreation and leisure are important parts of life, but there are other
ways to do these things without spergifunds that are to be used for bills.
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Pay your total credit card bill(s) every month. If you cannot do this, cut up your
cards or put them away and doné6t wuse then

Use your credit cards to establish good credit. Using rbditccard and paying

the balance each month shows that you cat
to use the card if you know that you can easily pay the balance. Just because you
have a credit card doesndt meamouseou have
your credit cards, use it once a year for even a small purchase to keep the account

active and your credit score in good standing.

Before you use a credit card, ask your sel

Charge less than the maximum amount availalfeen if you can make the
payments, creditors may think you have accumulated too much debt.

Apply for only the credit you need. Every time you apply for credit, it appears on
your credit report. Even if you do not accept the credit, lenders may feedyeu h

a cash flow problem and then become hesitant of your application. Avoid
applying for credit cards just for the fun of it, to receive a free gift, or just to
discount a purchase.

If you can wisely use a credit card, choose one that offers a low intatesand

has no or low annual fee. Cards from department stores usually charge a higher
interest rate than one from a bank. Compare the rates and fees of any offer you
recei ve. Bfromt féd. It is differerd inom arpannual fee and isofte

a scam.

Try to pay more than the minimum amount due each month. When you pay only
the minimum each month, you end up paying a lot in interest. For example:
assume you use a credit card with an interest rate of 18 percent to purchase a sofa
for $1000. You make a minimum payment of two percent (about $20). At that
rate, it would take you about 90 months (or 7% years) to pay off the couch, and
you would pay about $800 in interest alone.

Look for different ways to cut your everyday expenses. This wit gou more
money to pay off credit card balances and loan payments early. Be careful when
you pay off loans early, however. Some repayment plans penalize you for paying
too soon. Be sure to ask the lender first.

Keep track of your bills and past duetnb c e s . Just because vy
bil I after a few months doesndét mean t
and doctors, after a few months, stop sending out bills and turn them over to a
collection agency. Along with unpaid studentrisathese will always show up

on a credit report. Check your credit report to see if you have any of these debts.

If so, make arrangements to start paying on these before you apply for another
loan.

ou
he
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Getting Help

If you are having problems paying yourbdi® call your creditors to discuss your options.
Call them before you miss a payment. This may be a difficult step, but it is less
embarrassing than receiving phone calls demanding payment.

If you owe money to any businesses, it may be time for exphrt Bonsider going to a
nonprofit credit-counseling organization.(If they ask you for money upfront, they

are not a reputable company.) The Consumer Credit and Budgeting Council is a
government run agency and can be accessed onlinevatcc-bc.com/government
These organizations can work with you and your creditors to set up a repayment plan.

They wil |l provide this service for no or | i
creditrepaircompanes t hat offer to fix your c¢credit h
check a companyds reputation, cal l t he Bet't
General 6s Office.

Bankruptcy

If your loss of income has made your debt impossible to handéelass resort you may

need to consider filing for personal bankr urpg

file a petition; you may be coping with only one major debt and little hope of repayment.
The purpose of bankruptcy must not be fraudulent.

While it is not necessary to have a lawyer file the petition, you may want to seek legal
advice about the details of exemptions and method of filing which best fit your situation.
Legal fees are often required in advance, so be organized with your fdgia@ers and
request a halhour consultation. The court filing fees must be paid in advance.

Alternative High -Cost Financial Services

Check Cashing Outlets: Charge high fees just to have a paycheck or government check
cashed, sometimes2percent (tha 6 s -$15 hdrde for a $500 check).

Check Deferral Services: Allow customers to get a cash advance on their paycheck.
However, these shetérm loans are very expensive. A $200 tweek advance may cost
over $30.

Pawn Shops: Charge very high interesates for loans based on the value of tangible
assets such as jewelry or other valuable items.

Title Pawns: This is a very risky way to get a loan. They charge very high interest rates
and you can lose your car if you do not repay.
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CHAPTER 9

EDUCATION

Education and Marketable Skills

So you want to work? Who is going to hire you? What can you do that an employer will pay
you for doing? The skills you possess that someone will pay you faraaketable skills
Knowing how to frame a house is a metdble skill. Typing 50 words per minute and
knowing Microsoft Word are examples of marketable skills. Programming a computer is a
marketable skill.

However, going to school does not just teach you specific skills, such as how to program a computer
or hav to frame a house. Continuing your education will help you dewiiep marketable skills

Basic abilities in problem solving, verbal skills, mathematical skills, as well as general scientific/
technical skills, management skills, critical thinkingdice knowledge, and human service skills are
important in the job market.

Use theGeorgia Careergublication by the Georgia Department of Economic Security to
research higipaying jobs in fast growing areas of employment, the required skills needed,
andthe placement outlook. This publication is available in many libraries-lonen

Apprenticeships, Practical Education Onthe-Job

Many jobs, especially in the construction trades, offer apprenticeships. An apprentice
works atthe occupation he or she wants to learn. The apprentice learns along the way and
receives pay increases with increasing skill. Getting into an apprenticeship can be
competitive. You will start at less than half of the salary that the job will eventually pa
work full-time, and get paid to go to school. Typically it takes about five years to work
up to full salary. There were over 3,000 new apprenticeships in 2000. There are over
8,000 apprentices working in Georgia today.

Apprenticeship training is availEb in selected trades at -correctional facilities.
Apprenticeship training does not guarantee |
decisions and credit for ehejob training remain the final decision of the employer and

associated union, btitr ai ni ng does i mprove the offendero
finding employment in the trade.

Part-Time Student Options

After getting released from a correctional facility, most offenders need to focus upog ge
themreestablished with employment so that they can support themselves. This does not mean
that you cannot continue your education. It is possible to work a job and attend school part
time. Many schools offer evening and weekend programs, and thgsanps often qualify for
financial aid. If your release requirements do not restrict Internet access, check out some of the
excellent educational opportunities offered on the Internet

Often, it is not easy being a pdirne student. However, educatiathe key to a better
life. It may take longer to reach your goals by attending schootipaet but it is well
worth the rewards. RememldeKnowledge is power.
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Acceptance & Enrollment

Each school may have different reguments for enrollment in their programs. As a rule,
colleges and technical schools require a high school diploma or GED certificate. Schools
may require testing such as an ACT or SAT, which will demonstrate your knowledge of a
broad range of academic sedbis.

1) Most schools require a narfundable fee for processing your application.

2) You will need to supply a copy of your high school transcript or GED certificate.
Write for what you need now if you donodt

3) Most schools will havgou speak to an advisor to help set up your class schedule.
You may need to take additional placement testing.

4) 1t is a requirement t httatestudentsd 1 mmuni

5) You will need to nake sure that you know when your classes will start.

You can research school offerings using the computer in your local library. If a school
interests you, use the skills that you have learned to write and ask for an application form
and college admission packet.

When your application form arrives, fill it oaind send it back to the school you have
chosen. You may need to visit the school for an interview once your application has been
returned. Keep notebookswith the dates for any necessary school visits, class
registration, visiting with guidance counselaasd the datelassestart.

Financial Aid
Private schools cost more than public schools. -yearrcolleges cost more than trade and technical
schools.

Most people do not have the money to go to school without help from famutking
full or parttime, getting loans, or being granted a scholarship.

When you receive a grant or a scholarship, an institution gives you money for your
schooling. Usually the money is paid directly to the school. You do not have to pay
anything bak.
To get a scholarship or grant you need to do at least one of the following
1. Demonstrate ability by getting high grades or by competing in a contest.
2. Demonstrate need by showing that you dono
3. Show that yolbelong to a group for which grants and scholarships are available.

The best way to find out about scholarships and grants is to contdeintreial Aid
Office at the school you want to attend.

To get a loan for your education you will also have to destrate need. Getting loans is
not as competitive as getting a scholarship. After you gradyatewill have to pay
back your loans and any applicable interest.

Focus on Financial Aid is available in the library transition resource center. This
publicgion has extensive information on the kinds of financial aid available and how to
get it.
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TRIO, Educational Opportunity for Losincome and Disabled Americans can be reached online
at hhtp://www.trioprograms.org/abouttrio.html.

FAFSA - Free Application for Federal Student Aid

The FAFSA Form is the first step to take to get financial aid for school. You can fill out one of
these forms while still in prison. The library transition resource censethieae forms.

Read the direction sheet which is titMthat is FAFSA®n one side an@hat Does Your School
Want Youo Know? Make sure that you apply early. When you decide on a school, read their
admissions forms to see if the school uses any diffareadditional forms for Financial Aid.

After you fill out and mail the FAFSA form, you will receive a Student Aid Report (SAR) by
mail. Check this for errors. Correct any mistakes in the SAR form and send corrections to the
address indicated on the fior

The federal government considers your financial need for schooling to be the cost of attending school
minustheie x pect ed f ami Iniling owutrthisrfarmb you willoba teling how much

money you make and how much your family makes. ifandi vi dual and/ or the i ndi
high incomes or a lot of money, he or she will be eligible for less financial aid.

Work Programs
9 Many schools offer work/study programs where you work-fiare and go to school part
time. In work/study prgrams you will continue to pay tuition and other expenses for
your education. However, you will learn and get paid while working at your chosen
occupation.
Loans

=

Federal Subsidized Stafford Loan Program

Federal Unsubsidized StaftbLoan

Federal Direct Student Loans

Federal Parent Loans for Undergraduate Students (PLUS)
Student Educational Loan Fund (SELF)

Federal Perkins Loan Program

= =8 =4 -4 =

Veterans of United States Military Service may be Eligible for:

1T Vet erands Education Assistance Program
Montgomery Gl Bill
Operation Desert Shield/ Desert Storm Veteran:
National Guard Benefits
Georgia Veteransd Dependents Assistance Progl
Georgia Educational Assistance for War Orphans and Veterans

=A =4 =8 - =9

Private Funds
1 Check with the financial aid office #te school you expect to attend

Hope Scholarship and Grants:

1 When you pass the GED or graduate high school, you are automatically eligible for a
HOPE grant for postecondey continuing education.

1 The HOPE scholarship eligibility is determined by your grade point average
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CHAPTER 10
INCARCERATED VETERAN S PROGRAM

The Veterans Administration and the Department of Labor TOPPSTEP personnel along
with various Veterans Sendc Organizations, Certified Service Officers, provide
guidance and assistance to incarcerated and recently released veterans on:

Filing a claim for VA compensation or pension benefits

Resumption of previously awarded VA compensation or pension benefit
Verifying eligibility for VA medical services

Assist qualified Veterans with receiving VA contract housing

Assist with joining the Compensated Work Therapy Program

Assist Veterans with receiving HUD/VASH Housing

And many other programs

= =4 =4 -8 -9 _9_-°

By addressing the folleing questions an inmate or recently released veteran will have a
better understanding of what they may or may not be eligible for. The list of questions
below represents the most frequently asked questions that are of great concern to
incarcerated and rently released veterans. By no means does this list represent the only
guestions that will be addressed by the TOPPSTEP Regional Coordinators, TOPPSTEP
Representatives or Veterans Service Organizations, Certified Service Officers.

Q. Can A Veteran ReceiveVA Benefits While In Prison?

There are certain VA benefits that can be obtained while incarcerated. Some of the
benefits that may be obtained are: GI Bill, home loan certificate and disability
compensation. Contact your local Regional Office or VAdRey Specialist.

Q. Are You Eligible For VA Medical Care While Imprisoned?

An incarcerated Veteran is not able to receive health care from the Department of
Veterans Affairs in any capacity, unless there is an established contract of agreement
between thedcility and the local VA Medical Center.

Q. Will Your Benefits Be Automatically Resumed When You Get Out Of Prison?

VA Benefits will not automatically resume upon release. The Veteran must submit

release paperwork for disability or pension to be coetbéd original amount prior to

incarceration and that can be done with the assistance of a Georgia Department of

Vet eranbés Service office, DAV, VBA, or any \
resumption of benefits must be made within 12 month®lefise from incarceration or

the claim will be treated as a new claim.

Q. How Will Your Imprisonment Affect The Payment Of: VA Disability

Compensation?

Compensation is reduced 60 days after a Veteran has been found guilty of a felony. If the
Veteran isreceiving 20% to 100% service connected disability compensation, it is
reduced to the 10% level. If the Veteran was receiving 10% service connected disability
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compensation, it is reduced to half the amount payable at the 10% level. If a Veteran
receivedull amount of their disability past 60 days after conviction, they have a balance
they must repay the VA before they will receive their compensatiorpaiReent
arrangements may be arranged by veteran and/or advocate.

VA Disability Pension
Pension willbe ceased 60 days past conviction of a felony. It is the responsibility of the
Veteran to inform the Regional Office in Atlanta of a conviction.

Q. Can Your Spouse, Children Or Dependent Parent(s) Receive Any Of The Money

Not Paid To You Because Of Impisonment?

The dependents of a Veteran receiving more than 10% compensation prior to
incarceration can file for apportionment. Each dependent will receive a separate
compensation based on the Veteran's original rating. The guardian of underage
dependentsnust apply through the VA for this compensation; the Veteran cannot apply
on behalf of the dependents. Dependents b8aran apply for themselves.

Q. What is a DD-214? Why do veterans need one and how can they get one?

A DD-214 is a report of transfer discharge which contains information about a service
personbés military service. I nformation that
rank at discharge, statement of time served and much more. Based on character of

service, eligibility of speific VA benefits may be established. A replacementZi2

can be ordered from the National Personnel Records Center either by a counselor at the

prison, doing it online, or by the paper method. The paper method requiresl80 &F

be completed and seto the National Personnel Records Center. Counselors at the

prison can go ofine to: http://www.archives.gov/veterans/militasgrvicerecordsto

access the SIE80.

Reentry for Veterans

The Healthcare for REntry Veterans Program (HCRV) offers outreach, referrals and
short term case management assistance for incarcerated veterans who may be at risk for
homelessness upon their release.

Service Connected Disabled Incarceraderans should apply to have their disability
payments returned to normal levels either upon being transferred to a Transitional Center
or released from incarceration. They need to do this in writing to the Regional VA office
or asking for assistance aGaeorgia Department of Veterans Service office to complete
the necessary paperwork.

Veterans should be encouraged to register at their local VA Medical Center or Clinic for
possible help with medical care or prescriptions for medication. Most VA fegiliaee
Patient Advocates who can provide guidance on VA services and benefits.

VA Medical

Eligible Veterans can receive full medical care at no cost to the Veteran. The VA will
provide any medical care needed without the injury, illness or diagnosisghiavbe
related to military services.
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Education Benefits for Incarcerated Veterans

Benefits for Veterans who are incarcerated and are eligible for education benefits are no
different from education benefits to Veterans who are not incarcerated. fEnanveust

meet the same criteria and it may prove beneficial if he/she could get a counselor to
check Educational Information available www.va.govthe Veteran Affairs website.

Transitional Housing Program

The Departmenof Veterans Affairs offers transitional housimgually at no cost to
eligible Veteranscertain class of transitional housing programs may charge the Veteran a
fee upon securing employmenthe transitional housing programs provide Veterans with

a safeand therapeutic environment to Veterans that do not have any housing upon their
release.

Compensated Work Therapy Program (CWT)

The Department of Veterans Affairs offer a program that allows Veterans to gain the
work skills needed to obtain and maintgiermanent employment. The eligible Veterans
are compensated while enrolled into this program. The program allows Veterans the
opportunity to seek gainful employment with the assistance dDépartment of Labor
TOPPSTEP personnel.

Housing and Urban Development Program/Veterans Affairs Supportive Housing
(HUD/VASH)

The Department of Veterans Affairs and HUD have partnered to provide Veterans with
low income housing (section 8) upon their release. Eligible Veterans will not have to go
through a backgund check. This program provides permanent housing for Veterans
and their eligible dependents.

Georgia Department of Labor: Employment Services

In addition to the TOPPSTEP Representative in each of the 53 Georgia Department of
Labor Career Centers s@rg the State of Georgia, there are other highly trained
individuals who are capable of providing assistance to formerly incarcerated veterans.

These individuals include thieocal Veteran Employment Representatives (LVERS)

and the Disabled Veteran Outreach Program Specialists (DVOPswho are trained

and ready to assist veterans with their employment and training needs as well as to ensure
the application of preference and priority services to veterans as prescribed by federal,
state, and local laws.

Employment assistance includes:

Career assessment and guidance

Case management

Direct referrals to job openings

Job developments with potential employers
Labor market information

Job search assistance workshops

Referral to training and/or supportive sens
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Resources for changing careers or transitioning from the military to civilian employment
Résumé and cover letter assistance
Information on veteran employment rights and preferences

To be eligible for benefits and/or services under this program,raindividual must be:
An AEIligible Veterand who:
Served on active duty for a period of time of more than 180 consecutive days; or
Served, under orders, on active duty for any time, as a member of reserve component
during a period of war, or in a campaignexpedition for which a campaign badge was
authorized.
AND
Was discharged or released from service with other than a dishonorable discharge; or
Was discharged or released from active duty because of a seovicected disability.
OR
An AEl i gobbei Bethe spouse of any person who:
Died of a service connected disability; or
For more than 90 days, has been listed as:
Missing in action;
OR
Captured in the line of duty; or
Forcibly detained by a foreign government or power
Has a permanent and abserviceconnected disability; or
Died while a permanent and total servaamnected disability was in existence

Veteran Administration:

For assistance in obtain VA transitional housing, Compensated Work Therapy Program,
VA Medical, Section 8 housing fo Veterans with felonies and their families, substance
abuse or any other VA services contact the below listed VA employees.

Contacts
Marguerita High (Interim) , VA Re-Entry Specialist, 2675 North Martin Street, Bldg 700,
Suite A East Point, GA 30344334) 5588505

Margaret Battle (Interim), VA Re-Entry Specialist, WJB Dorn VA Medical Center, 6439
Garner 6 s F-216-D)yCol®ubia SG 29209 (803) 74000 ext. 5818

Marguerita High, VA Re-Entry Specialist, (334) 5588505

Incarcerated Veterans Wésites

U.S. Department of Veteran Affairsvww.va.gov

Georgia Department of Veteran Servib#p://sdvs.georgia.gov/portal/site/SDVS/
National Coalition for Homeks Veteransvww.nchv.org

Veterans of Foreign Warsyww.vfw.org

Disabled American Veterangaww.dav.org

The American Legiomvww.legion.org

The Military Order of the Purple Heartww.purpleheart.org

Paralyzed Veterans of Americaww.pva.org

Irag and Afghanistan Veterans of Ameribép://iava.org
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CHAPTER 11
SELECTIVE SERVICE

What is Selective Service Registration?

Registration is the process of providing the Selective Service System with personal
information, such as name, address, date of birth, Social Securityddamber and
other related information. It is a civic and legal responsibility. Even though, no one is
currently being drafted, men are required to register with Selective Service as soon as
they reach age 18.

Registering with Selective Servidges noimean that you are joining the military.

Registration provides our country with a means to develop and maintain an accurate list
of names and addresses of men who might be called upon if a return to the draft is
authorized.

Failure to register or otherwis®mply with the Military Selective Service Act is upon
conviction, punishable by a fine of up to $250,000, imprisonment for up to five years, or
both. In addition, federal and certain state laws require registration as a prerequisite for
obtaining studerfinancial aid, job training, government employment, and U.S.
naturalization.

Who Must Register?

With few exceptions, all male United States citizens and male aliens residing in the
United States and its territories must register within 30 days of tHebift&day.

How Do You Register?
There are several ways a young man can register with the Selective Service System:
Registration On-Line

Young men can now register with Selective Service using the Internet. With access to the

Internet, any youngmancargré st er by ¢l i c kilinegfNowd' conathe @A Regi
the Selective Service web sit®w.sss.gov)He then enters in some basic information
and within seconds, heol |l r dio @ouvteo weeks Sel ect

he will receivea Registration Acknowledgment Card in the mail.
Verification On-Line

Since Selective Service registration is required for student financial aid, job training, or
government employment, officials administering these qanmg can now verify a young

mands registration by simply clicking on the
Service home pag&(vw.sss.goy.

96


http://www.sss.gov/Default.htm
http://www.sss.gov/Default.htm

The U.S. Post Office

You can visit the nearest U.S. Post Géfipick up a Registration Form, SSS Form 1M
(UPQ), complete and sign it, and malil it.

Registration forms should be on the counter in the post office. If they are not, ask a postal
clerk for a Selective Service Registration Form, SSS Form 1M (UPO). You are
responsible for placing a stamp on the completed registration form and mail it.

You should receive a Registration Acknowledgment Card from Selective Service within
90 days

What Are The Benefits?

Federal and many state laws require registradige men to & registered with Selective
Service to remain eligible for applying for the following benefits: student financial aid,
government employment, employment with the U.S. Postal Service, job training, and
U.S. citizenship for male immigrants.

Your counselor can help you register during your time in prison. Talk to them
about getting this completed.
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CHAPTER 12

Applying for Social Security Benefits

SSI/SSDI Application Stratégies

The following information will be helpful when completng an application for
disability benefits:

Relationships are vitalto expediting the Social Security application process. You must
keep in contact with SSA, DAS, medical records departments and treatment providers.

Active assistancewill increase acess to Social Security disability benefits for mental
health consumers from the current 20% approval rate on passive applications to a 70%
approval rate in 90 days using these SAMHSA Best Practice stratddieterstanding

the disability determination peess will ensure that all of the necessary documentation is
submitted to support a complete and quality application. Below you will find ebgtep

step best practice guide for active assistance with SSI/SSDI applications.

Initial Interview and Basic Forms
1. Gather information about physical and mental impairments and all treatment
providers (past and present).
2. Complete SSA Authorizations (SS#27) and Agency Authorizations
3. CompleteAppointment of Representative Form(SSA-1696). Always apply

as

t h e s®Képesemaive(las is not the same as a Representative

Payee). You will be able to:

f
f

f

f

f

Receive and file paperwork on the
Communicate with the SSA Claims Representative in the field office

and Disability Adjudicator to monitor the press.

Ensure that records have been received, what information is included

in a record, and whether it meets
Collect observations from individuals who can provide letters and

ot her documents descrimhgmg the cl
File a letter summarizing all of the evidence presented in the
applicantds case.

Establish SSA Protective Filing Date
1. Call SSA at 18007721213 for an appointment at the local field office or
begin the SSDI application onlinewstvw.ssa.gov

2. Remenber, the SSI (form SSB000) application is NOT available tine
and should be completed using the paper copy. Once completed, submit the
paper copy of the application to the social security field office via mail or
drop-off.
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Send Medical Record Requds
1. Send request letter, list of medical information, Agency and SSA
authorizations to each provider.
2. Follow-up to ensure receipt of request and timely response.
3. Fax received records to the Disability Adjudication Services with the provider
specific barcoded cover sheet (you can get these from the adjudicseer
below)

Meet with consumer to complete SSA Forms

1. Disability Report (SSA3368): Include information oall impairments, both
physical and mental Someone may be approved on a combination of
illnesses.
Function Report (SSA8373)
Work History Report (SS/A8369)
Claimants withsubstance abuse disordemaust prove that the addiction is
not material to their disability. They must show that they would still be
unable to work if they were clean and sob&hey DO NOT need to be
substancdree to apply.

Hwn

Complete SOAR Assessments
http://www.prainc.com/SOAR/training/worksheets.asp
1. SOAR General Assessment (Psydozial assessment)
2. Functional Assessment
3. Substance Abuse Worksheet (as needed)

Contact Disability Adjudication Services (DAS) and check on transfer
and status
1. Call Case Control at DAS to find out name of the adjudicate80@282-
7485 x2100
2. Call adjudicator and discuss medical records received and needed
3. Request BaCoded Cover Sheet foregtronic/fax submission of records

Write Medical Summary Report (MSR)
Create medical evidence by developingedical Summary Report, which to
be considered medical evidence, must be reviewed and signed by a physician.

Write a letter that summarizestbd ai mant 6 s medi c al history.
clai mant s Personal Hi story, Medi cal / Psyc
Il nformati on. Describe the cl ai mantds

full picture of what is keeping this person from being ableork. Samples are
available:http://prainc.com/SOAR/tobbx

1. Attend appointment with consumer to see their treating psychiatrist

2. Ask treating psychiatrist to esign MSR

3. Submit signed MSR to DAS (Submit even if you are unable to obtain a
signature.)
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Attend Consultative Exam (If necessary)
1. Bring copy of Medical Summary Report to CE as background information
2. Answer questions for the examiner if needed
3. Follow-up to ensure that records are sent
Pre-Release Procedures
An institution (hospital, nursing haejail, prison) should follow the SSA Pre
Release Procedures locatedhtp://www.socialsecurity.gov/ssi/spotlights/spot
prerelease.htmSSI/SSDI applications can be started uf taonths prior to discharge

Stepping Stones to Recovery Manual

Additio n a | SOAR techniqgues can be SteppingiStones to Recdvery
A PDF version of the manual can be accessed online at the following address:

http://www.prainc.com/SOARbrary/pdfsSteppingStonesMuaiel pdf

The Disability Adjudication Service: Sequential Evaluation

Once an SSI/SSDI application is filed with the Social Security Administration (SSA), the
case is transferred to the Disability Adjudication Service (DAS) for the medical
determination. The DAS will request mediaalcords from sources provided by the
applicant; order exams if necessary and request function and work history reports to
determine whether someone is considered disabled according to the Social Security
guidelines.DAS makes their decision using a 5msequential evaluation

Determining our eligibility for Social Security Benefits

1. Have you received Social Security benefits as an adult before you became
incarcerated?

2. Are you working now? If so do you make more than@lfer month?

3. Do you have a meat health and/or physical health illness or condition that has
lasted for more than 12 months or could result in death?

4. Have you been seen by a doctor and do you (or a medical facility) have medical
records that documents that you have this illness oritbon®

5. Can you physically and mentally do the same type of work that you used to do?

6. Can you physically and mentally do any other kind of work?

Be mindful that social security does not
only consider if ya can do a job.

If you believe that you have a physical health mental health impairment that would

prevent you from working, please contact your local social security office to begin your
application.
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Step 1 | Is the applicant earnin§ubstantial Ganful Activity (SGA)? ($1070/month
in 2014)

Step 2 | Does the applicant havesavere impairmen®

Step 3 | Does the applicamheet or equal a "listing"?

Step 4 | Can the applicant return past work?

Step 5 | Can the applicant perforother work?

The Listingsrefer to the book title®isability Evaluation under Social Securitfhis

book, available only online, provides a listing of disorders relating to disability (physical
and mental) along with the criteria for determining disabilfgr mental impaments,

the listing provides information on diagnosis, symptoms, and functiotiirzon

individual meets the criteria in a listing as documented in their medical records and
functional reports, he/she will be found disabled under Social Security.

The canplete listings are online at
http://www.ssa.gov/disability/professionals/bluebook/

Please see a sample listing below:

12.03Schizophrenic, paranoid and other psychotisorders Characterized by the onset of
psychotic features with deterioration frompravious level of functioning.

The required level of severity for these disorders are met when the requirements in both A at
satisfied, or when the requirements in C are satisfied.

A B

Medically documented persistence, either Resulting in at least two of the following:
continuous or intenittent, of one or more of | 1. Marked restriction of activities of daily living;

the following: or

1. Delusions or hallucinations; or 2. Marked difficulties in maitaining social

2. Catatonic or other grossly disorganized functioning; or

behavior; or 3. Marked difficulties in maintaining

3. Incoherence, loosening of associations, | concentration, persistence, or pace; or
illogical thinking, or poverty of content of 4. Repeated episodes of decompensation, ead

speech if associated with onktloe following: | extended duration;
a. Blunt affect; or b. Flat affect; or c.
Inappropriate affect;

4. Emotional withdrawal and/or isolation;

C

Medically documented history of a chronic schizophrenic, paranoid, orpgiienotic disorder of 3
least 2years duration that has caused more than a minimal limitation of ability to do basig
activities, with symptoms or signs currently attenuated by medication or psychosocial supp
one of the following:

1. Repeate episodes of decompensation, each of extended duration; or

2. A residual disease process that has resulted in such marginal adjustment that even a mini
increase in mental demands or change in the environment would be predicted to cause the i
to decompensate; or

3. Current history of br more years' inability to function outside a highly supportive living
arrangement, with an indication of continued need for such an arrangement.
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Functional Information
It is important to include with everypalication, comprehensive, detailed functional
descriptions. These descriptions make the link between the diagnosis and what it is
keeping the person from being able to woBelow you will find samples of effective
functional descriptions for 3 of the #unctional areas that DAS looks at when
determining disability.

| | Marked Restrictions of Activities of Daily Living

Il | Marked Difficulties in Maintaining Social Functioning
Il | Marked Difficulties in Maintaining Concentration, Persistence and H
IV | Repeated Episodes of Decompensation

SAMPLE: Activities of Daily Living

Ms. Jones says that she is so depressed each morning that she is unable to get ¢
until around noon.Although she used to care a great deal about her appearant
feelings of hopelessness result in her washing only two or three times a Wee
energy for housework is also extremely low despite her past history of being fastid
the upkeep of her homeThe room that she rents is cluttered with old newspa
leftover food, dirty clothes, and soiled toweBhe shops rarely partly because she hs
little funds but also because she has no appetiter. severe depression continuou
affects her ability to take care of herself adequately despite her agdgnshtment.

SAMPLE: Social Functioning

Ms. Waves finds that her mood swings are so unpredictable and severe that she n
predict how she will feelWhen she is manic, no one can follow her conversation a
speech and thoughts race so glyickShe quickly becomes irritable with anyone ¢
interacts with and often winds up losing her temper, getting into shouting matche
other people.When she is depressed, all she wants to do is stay by herself g
nothing. She finds that such chges can happen within a day's time, leaving her fe¢
terribly confused and owdf-control.

SAMPLE: Concentration, Persistence and Pace

Mr. Brown worked all his life as a foreman in a steel factdfe. took pride in his ability
to remember and mdonr many aspects of the detailed operati@®mce he's been dealir
with what he describes as "a severe clinical depression” for the past two yea
Brown finds that he has trouble thinking about even simple details and accomplish
little. This contributes to a worsening of his depression, as he feels so worthle
helpless.He tries to assist in preparing meals at the transitional program where he
However, he finds that even the simplest instructions for preparing an item lea
befuddles and confusedde has to ask several times for the instructions to be rep
and sometimes needs haraisinstructions, something quite different from his past.
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CHAPTER 13
HEALTH & LIFE SKILLS

Substance Abuse

Each of the Substance Abuseatment Programs has been designed and is monitored by
the Risk Reduction Services of the Georgia Department of Corrections. The mission of
these programs is to provide services to offenders who have been identified as high risk
and in need of substanceuse treatment. All substance abuse programs are cognitive

behavior al i n design and are based on the fAV
adheres to the National Il nstitute on Drug AbD
Treat ment. 0 Pr ogr dtmaddrasa theenecdsoétime indiveduat. | o p e

Special attention has been given to create a

continuum of care culminating in our aftercare servicesvn as Substance Abuse

Aftercare Services (SAAS). Substance Abuse Progeamsffered in several settings

including Day Reporting Centers, Detention Centers, Diversion Centers, Pre Release
Centers, Prisons, Probation Offices, Residential Substance Abuse Treatment Centers, and
Transitional Centers.

Community Aftercare for Substance Abuse

Even if you have no supervision following release, if you or a family member has a
substance abuse problem, it is essential that you seek aftercare to assist you in dealing
with this potential problem. Below is a list of phone numbers that akeded to assist

you with Substance Abuse Aftercare.

Georgia Crisis and Access Line

Access the link below or ca00-7154255to reachGe or gi ads Cri si s anc
Access Line for MentalHealth, Substance abuse and Developmental

Disability services in the commuyi Representatives will be able to assist you in

referring and scheduling an individual services in the communit§uch

services include both inpatient and outpatient treatment services and many of the

providers to whom they refer are what many pegpteow as t he ACommunNi
Ser vi c ehttg/owvaw.rdygcal.com/

Substance Abuse Information Phone Numbers

National Drug Information Treatment and Referral HotlideB0O0-662-HELP
Alcoholic Anonymous World Services,dn 212-870-3400 http://www.aa.org
Narcotics Avonymous World Services, Inc8187739999 http://www.na.org

(See appendix for additional further resources)
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The Four Tenets of Fitness:

1. Exercise (Before starting an exercise routine, please consult your medical doctor)

(0]

(0]

(0]

(0]

Relaxes muscles where tension has accumulated
Improves health and endurance

Clears minds

Improves selimage and posture

Builds resistance to fatigue

Positively channestress. Stress leads to hypertension and cancer

2. Eating Nutritious and healthy meals

(0]

(0]

(0]

(0]

Eat a variety of healthy and nutritious foods daily from each food group
Maintain a healthy weight for your body height
Drink plenty of water more in the summehan in the winter

Select a diet low in saturated fat, and cholesterol. Learn to read and understand
food labels

Choose a diet with plenty of vegetables, fruits, and whole grain products

Consume salt and sugar in moderation

3. Relaxation

(0]

(0]

Decreases weand tear on your body. Learn to relax and mediate.

Increases selfontrol and ability to handle stressful situations (ACT instead of
REACT).

Helps control muscle tension by recognizing the difference between tense and
relaxed.

4. Emotional Fitness

(0]

(0]

Stress will affect yod make it a wise choice to think positive and learn to relax.

Be responsible for your own setilk, emotions and outcomes. Everything we
do, everything we say, is the result of our thinking. Think positive!

Negative thinking is a hegvburde® it literally bends the body and drains
energy every bit as much as carrying a heavy weight.
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Diet

This illustration shows the food groups necessary for good nutrition and a healthy body
weight.

Eat the right amount of calories for you Everyone ha a personal calorie limit. Staying
within yours can help you get to or maintain a healthy weight. People who are successful
at managing their weight have found ways to keep track of how much they eat in a day,

even if they don't count every calori§rite down what you eat to keep track of how

much you eat.

1 Enjoy your food, but eat less.

1 Cook more often at home, where you are in control of what's in your
food.

1 When eating out, close lower calorie menu options.

MyPlate

www.choosemyplate.gov

Build a healthy plate

Before you eat, thinabout what goes on your
plate or in your cup or bowl. Foods like
vegetables, fruits, whole grains, Idat dairy
products, and lean protein foods contain the
nutrients you need without too many calories.
Try some of these options.

Make half your plate frits and vegetables.

Switch to skim or 1% milk.

Make at least half your grains whole.

Vary your protein food choices.

Vegetables

Fruits

Grains

Dairy

Protein Foods

Eat more red,
orange, and dark-
green veggies like
tomatoes, sweet
potatoes, and
broccoli in main
dishes.

Add beans or peas
to salads (kidney or
chickpeas), soups
(split peas or
lentils), and side
dishes (pinto or
baked beans), or
serve as a main
dish.

Use fruits as
snacks, salads,
and desserts. At
breakfast, top your
cereal with
bananas or
strawberries; add
blueberries to
pancakes.

Buy fruits that are
dried, frozen, and
canned (in water or
100% juice), as
well as fresh fruits.

Select 100% fruit
juice when

Substitute whole-
grain choices for
refined-grain
breads, bagels,
rolls, breakfast
cereals, crackers,
rice, and pasta.

Check the
ingredients list on
product labels for
the words
or fAwhol €
before the grain
ingredient name.

Choose products

that name a

Choose skim (fat-
free) or 1% (low-
fat) milk. They
have the same
amount of calcium
and other
essential nutrients
as whole milk, but
less fat and
calories.

Top fruit salads
and baked
potatoes with low-
fat yogurt.

If you are lactose
intolerant, try

Eat a variety of foods
from the protein food
group each week,
such as seafood,
beans and peas, and
nuts as well as lean
meats, poultry, and

eggs.

Twice a week, make
seafood the protein on
your plate.

Choose lean meats
and ground beef that
are at least 90% lean.

Trim or drain fat from
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Fresh, frozen, and
canned vegetables
all count. Choose
fireduced s
fi rsalt-addedo
canned veggies.

choosing juices.

whole grain first
on the ingredi-
ents list.

lactose-free milk
or fortified soymilk
(soy beverage).

meat and remove skin
from poultry to cut fat
and calories.

For a 2,000-calorie daily food plan, you need the amounts below from each food group. To
find amounts personalized for you, go to ChooseMyPlate.gov.

Eat 2% cups
every day

What counts

Eat 2 cups every
day

What counts as a

Eat 6 ounces every
day

What counts as an

Get 3 cups every
day

What counts as a

Eat 5% ounces every
day

What counts as an

asacup?1l cup? 1 cup of raw or | ounce? 1 slice of cup? 1 cup of ounce? 1 ounce of
cup of raw or | cooked fruit or 100% | bread; %2 cup of milk, yogurt, or lean meat, poultry, or
cooked fruit juice; ¥2 cup cooked rice, cereal, or | fortified soymilk; fish; 1 egg; 1 Thsp
vegetables or | dried fruit pasta; 1 ounce of 1% ounces natural | peanut butter; %2
vegetable ready-to-eat cereal or 2 ounces ounce nuts or seeds;
juice; 2 cups processed cheese | % cup beans or peas
of leafy salad

greens
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Exercise

What is Physical Activity?

Physical activity simply means movement of the body that uses energy. Walking,
gardenng, briskly pushing a baby stroller, climbing the stairs, playing soccer, or
dancing the night away are all good examples of being active. For health benefits,
physical activity should be moderate or vigorous intensity.

You can choose moderate or vigorantensity activities, or a mix of both each week.
Activities can be considered vigorous, moderate, or light in intensity. This depends on
the extent to which they make you breathe harder and your heart beat faster.

Only moderate and vigorous intensity &ittes count toward meeting your physical
activity needs. With vigorous activities, you get similar health benefits in half the time

it takes you with moderate ones. You can replace some or all of your moderate activity
with vigorous activity. Although yoare moving, light intensity activities do not

increase your heart rate, so you should not count these towards meeting the physical
activity recommendations. These activities include walking at a casual pace, such as
while grocery shopping, and doing ligimusehold chores.

Adults (18 to 64 years3hould do at least 2 hours and 30 minutes each week of aerobic
physical activity at a moderate level OR 1 hour and 15 minutes each week of aerobic
physical activity at a vigorous level. Being active 5 or more $ieach week can

provide even more health benefits. Spreading aerobic activity out over at least 3 days a
week is best. Also, each activity should be done for at least 10 minutes at a time.
Adults should also do strengthening activities, like puh, situps and lifting

weights, at least 2 days a week.

Benefits of exercise:

Exercise promotes better sleep.

Exercise fights chronic illness.

Exercise helps you manage your weight.

Exercise improves your mind.

Exercise boosts your energy level.

Exercise is a fu activity to enjoy with your family and friends.

oghwNE

Remember: You can reduce symptoms such as diabetes and heart
disease by eating healthy and maintaining a normiaody weight for
your height.
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Dental Health

Remember to follow these tips to maintain althgesmile:

1.

Brush your teeth carefully at least twice evedyhdurs. Ideally,
you should brush after every meat.the very least, brush once
a day and always before you go to bed.

Floss your teeth dailylossing cleandbse areas your toothbrush canno
reach.

Eat a welbalanced meal. Drink plenty of water. Liquids such as coffee and
red wine stain the color of your teeth.

Do notsmoke or chew tobacco! It promotes serious dental problems such a
gum disease and oral cancEhis is an experge habit thats also causing
health problems.

Check your gumsgegularly for signs of diseas$ered, puffy gum or gum that
bleed even gyjhtly when you brush or floshlotify your dentst if any of these
signs occur.

If you wear full or partialentues, clean your dentures daiBe sure to

remove stains and plaque that majdup and irritate your gumg#lso
remember to take your dentures out when you sleep to help your gum tissue
stay healthy.

. Use mouth wash daily to @vent bad breatthalitosis).

See your dentist regularly for checkups and professional cleanings.

A beautiful smile begins with healthy teeth and gums.
See Appeadix H
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Life-Long Health Concerns

Here are some things to do to reduce your risk of disease:
i Quit smoking or chewing tobacc®his is an expensive habit.

1 Check your cholesterol. Treat, if it is higfreating high blood pressure
(Hypertension helps prevent heart problediabetes and stroke$)ollow
your do céeona diet and/at madication.

1 Be physically activeA regular exercise program reduces your risk o
heart attack by 35 to 55%ry to get at least 280 minutes of moderate
physical activity daily.

1 Maintain a lealthy weight for your heighBeing overweight increases
your risk of deeloping diabetes, hypertension, and high cholesterol,
which in turn increases your risk of heart disease and stroke.

1 Practice moderator no consumption of alcohol.

1 Get 8 hours of sleep every night.

Get yearly medical examinatiok.e e p al | d tonent. (SeesApperalip i fari n
healthdepartment in your countyisit http://needymeds.cofor free health clinic for
underirsured and uninsured patientEhis website will also give infonaion on low cost
medications.

Avoidance of Automobile Accidents

The most important auto accident factors are age, intiiaicand wearing a seat belt.
Age is an important factor because older drivers tend to drive m@enssbly than
younger drives. They use be#tr judgment to avoid accidenBrive carefully, use your
seat bel and do not drink and drive.

Immunizations

If you have questions or concerns about immunizations once you are released, please
contact your health care provider oryailr county health departmentou may also dial
211 to obtain assistance.

1 All adults require tetanus and diphtheria iommzations at 1§ear
intervals.
i All adults aged 65 or older, as well as anyone agéd @ho have

diabetes or chronic heart, lung, liverkiney disorders, need protection
against pneumococcal disease. Normally only one immunization is
needed, which is good for lif€onsult with your health care provider or
city or county health department. (Appendix H)
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i Influenza vaccination is recommended older adults, pregnant women,
and persons with chronicsiasesThis vaccine is given yearly, due to
new strains of the virus not covered by previous vaccines

1 Hepatitis B vaccine is recommended for adults in certain-hgghgroups

Depression

Feelng fAdofwnom ti me tFeeti mg Iiishetwea s nodlbul of
can become depressed because of things that happen in your life, such as loss of a loved
one, losing your job, or losing yofreedom when sent to prisdfor some people, ho
accomplishing lifegoals can lead to depressiéhysical ilines can also lead to
depressionSome types of depssion run in families as welDepression affects people

of all ages, races, and social clasgas. some, it will be a oreme even and br others

it may recurSome 19 million Americans suffer from it each year. It is a treatable disease
andnot something to be shame 8bme symptoms of depression are:

1 Persistent sadness, anxious, or HfAempty
1 Feelings of hopelessness, pessimism
1 Feelirgs of guilt, worthlessness, helplessness
1 Loss of interest or pleasure in hobbies and activities that were once
enjoyed, including sex
1 Decreased energy, fatigue, being fAsl ow
1 Difficulty concentrating, remembering, making decisions
1 Insomnia, earlymoming awakening, or oversleeping
1 Appetite and/or weight loss or overeating and weight gain
i Thoughts of harming self or others
1 Restlessness; irritability
i Persistent physical symptoms that do not respond to treatment, such as

headaches, digestive disordenrsg &hronic pain

If you have a few or many of the above symptoms that last for days at a time, you need to
be treated. Depression is normally a treatable ilhesedications, counseling, and life
style changes can all help to relieve symptoms.

Depression isnade worse by using alcohol and/or fpyescrigion drugs.Sometimes
people consider harming themselves because they see no other way out of their situation;
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however, it is very important to seek help from a medical doctor, psychologist,
psychiatrist, chic, or anyone skilled in dealing with depressi

If you need help to find menal health resources, dial 211 to reach.
If you are afraid you may harm yourself or others, dial 911 immediately.

AdvantageBehavioral Health Systemassists thementally ill wit h medication.Please
contact at (800) 7154255 or http://www.advantagebhs.org/

You may also contactNational Suicide Prevention Lifeline at 1-800-273 TALK
where you will be able to speak with trained counselora/hom you can speak with
regarding your concerns.

SexuallyTransmitted Diseases (STDS)

Of the top ten most frequently reported diseases in 1995 in the United States, five are
sexualy transmitted diseases (STD$he term STD is not specific for any onsekse

but represents more than 25 infectious organisms spread through sexual activity and the
dozens of disease symptoms they cause.

STDs are almost always spread from par® person by sexual conta8bme STDs
such as Hepatitis B and C virus infecti@msl HIV infections are also spread by bleod
to-blood contact, particularly among intravenous drug usersghroontaminated
needles, etdn addition, pregnant women with infections may pass their infections to
infants before birth, during birth, or thrgh breasfeeding.

If you:
1 Are afraid you might have a sexually transmitted disease
1 Have guestions about tests or treatments
1 Need to find a doctor or clinic

Call theAmerican Social Health Association: Sexually Transmitted Disease Hatline
800-227-8922. Trained health professionals are available to answer your questions and
provide referrals 24durs a day, seven days a weglk.calls are private, personal, and
confidential.
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Human Immunodeficiency Virus (HIV) & Acquired Immunodeficiency Syndrome
(AIDS)

The only way to determine for sure whether you are infected is to be tested for HIV. You
cannot rely on symptoms to know whether you are infected. AIDS is caused by infection
with a virus called HIV. As with HIV, you cannot rely on symptoms alonadgribse

AIDS. A medical doctor makes the diagnosis based on certain clinical criteria.

If you test positive for HIV, the sooner you take steps to protect your health the better.
Early medical treatment and a healthy-btyle can help you stay well. Earinedical

care can delay the onset of AIDS and prevent som¢hli&tening conditions. HIV can
weaken the immune system to the point that it has difficulty fighting off certain
infections. Your immune system can be weakened by: smoking cigarettesagirinki
alcohol, and using illegal drugs.

AIDS National HOTLINE (1 -800-CDC-INFO) or 1-800-232-4636

Georgia AIDS Drug Assistance Program (ADAP) (404) 6573127. This agency
provides HIV/AIDS medications to lowincome individuals living with HIV disease
who are uninsured/ underinsured.

AID ATLANTA is a non -profit organization providing education, free testing, and
support for those who are living with HIV and AIDS. General information 404870
7700, testing information 808551-2728 or visit website at www.aidatinta.org.

Breast &Cervical Cancer Program (BCCP) provides breast and cervical cancer
early detection program for low-income and uninsured women in Georgia and the
phone numbers are (404) 658156 and (404) 656611.

Cancer State Aid (CSA) provides treatmento uninsured and underinsured low
income cancer patients and the number is (404) 463.11.

Georgia Department of Correction PreRelease Planning Program (PRPP)

The PreRelease Planning Program (PRPP) is a program designed to help inmates with
major medtal issues related to infectious disease (HIV, Hepatitis, Tuberculosis and
Sexually Transmitted Infections) identify what your needs will be after you release. This
could consist with helping locate a community medical provider, making doctor
appointmentslocating emergency or transitional housing, getting connected with a
community case manager, applying for disability benefits and other community
assistance. In particular, the FRelease Planning Program assists with discharge
planning for inmates thavill be releasing from the state prison system. Inmates are
typically seen when they are anywhere from three month to 12 month away from possible
release. Assistance is given with medical appointments, connections with AIDS and
Community Based Servidg@rganizations, housing opportunities (HOPWA), Social
Security, Mental health, Food Stamps, Clothing, substance abuse programs and much m
ore. Discharge planning is conducted through needs assessment interviews and
connecting them with community serviceopiders based on their needs and the area in
which they are planning to return.
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Attached in AppendiXl) is a list of community healthcare providers in the way of Ryan
White Funded Medical Clinics for people with HIV.

Stress Reducers

T

= =2 2=

Procrastinatioms stressfulDon 6t put off until tomorroc
today.

Dondét put wup with things that dondt wo
away!

Donét rely on memory; make | ists, writ
calendar.

Surroundyourself with positive peopl When possible, join a support

group.

Donét | ustpuptawvay!i t down

If orokenand candét be fix, throw it away!
Become more flexible with yawschedule; laugh at yourself!

Be prepared to wait; take readingteréal and read the time awaBlease

read this book while waiting on line.

Accentuate the positiieuse positive dé-talk! Learn how to meditate.

Do one thing a& time. Plan and prioritiz&Vork first on the most

important things on your list.

Simplify. Simplify. Simplify.

Forget about caating to 10. Count to 1000!

Take care of today the best that you can, and the yesterdays and

tomorrows will take care of themselves.

Forgive. ForgiveForgive.

Do not turn wants into needSur basic needsa food, shelter and

clothing. Everything else wantDon 6t get attached to w:
ruin you emotionally and financiallyy ou dondét control thos

Get up 15 nmutes earlier in the mornin@he inevitable morning mishaps
will be less stressful.

Try to get 8 lours of continuous sleepita

Eat nutritious and healthy miedrom each food group daily. Exercise
daily.

Learn something new. Find an activity thatiyjyaelieve in and will
support.Then volunteer when and where ycan.
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i Relax daily and takerme to do something you enjoy.

i Moderdioni make one change at a time. Many changes at one time cause
stress.

Rules for Handling Conflict

1 Resolve conflicts without fighting.Be willing to negotiate or givén
when necessary.

1 Be sure that you understand exactly what the problem idf you arenot
sure why you are having a conflict, discuss it.

1 Take care of the problem when it comes uD o nlét it get too big to
handleEven i f the problem seems small , if
happens, the problem will only get bigger.

1 Talk about oneconflictatatime.Don 6t br i ng hbaphaw! d pr obl
happened in the pa8tick to the problem that you are having at the
moment.

1 Do not blame others for problems you are having with someone else.

If you are mad at your brotherpch 6 t  y e ledt frieadDirgctly telt b
eachperson what is bothering youearn how to manage your behavior
and attitude in a positive and respectful manner to yourself, others and
your community.

1 Think before you speak.If you say mean things to your family and
friends or speak sarcastically to them even though you are just teasing,
you are really humg them.If you have something constructive to say, be
sure you say it in a way that will be helpful and not harmful.

1 Never strike another person to get your wayPhysi@l violence or abuse
(hitting, punching, kicking, shaking, or slappingNEVER an acceptable
behavior.

1 Try writing down your feelings. If the person that you are having a

conflict with will not discuss the problem, or you are not comfortable
enough to tik to him orher about it, write a letteK.ou can decide later if

you want to madiit. Even if you are not able to talk it over with another
person, you will understand more about how you feel when you have read
your words over again.

i Listen to what the dher person has to sayEach person involved has his
or her own point of view and should have the chance to express it.
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1 When the disagreement is over,dropitfFor gi ve and f orget .
bringing up the disagreement or holding onto your anger once the
argument is over, even if it was not resolved the way you wanted.

Low-Cost Leisure Activities

1 Spend time outdoorsi A walk in the park, neighborhood, or wilderness
relaxes and increases energy atdme time. Watch the sun detarn to
appreciate nate.

1 Take a clasqcraft, adult educan, selfimprovement, etc.) Learning
new things is a great way to relax, and when we accomplish something we
feel better about ourselves, thus relieving stress.

1 Become involved in a causeé Volunteer.

1 Play sportsi You can join a community team or simply play with family
or friends.

1 Listen to soothing and relaxingnusici Music is used for fun, for

releasing tension, for comfort, for getting away from yourself, and for
uplifting the sprit, as wellas inspiring yournto action(Refrain from
listening to music that promotes viotenand family disintegration).

1 Read an plifting and motivational book.

1 Exercise (Before you begin an exercise regime, plsaconsult your
medical doctor).

1 Check local newspapergor free orlow-cost activities
1 Go to the libraryi books, CDs, cassettes, videos, and sometimes even
games, toys, and pictures damborrowed from the libraryt is free to

join your local public library All you need is proof of your residency.

1 Local Community Reaeation Centershave free and low cost tagties
for the entire family.

1 Gardening (even in a small space) relieves tensions, pronextesise,
and soothes nervegou can join a community garden for free
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CHAPTER 14

MENTAL HEALTH SERVICES

If you are eceiving mental health services at the time of release, it is important to

continte treatment upon your releatfeyou are released by the State Board of Pardons &

Paroles and you are receiving treatment at the time of release, you will have what is

caled a fispecial conditiond to continue treatn
on your Parole Certificate which you sign indicating your agreement and commitment to

follow through with this condition of your release as well as other listed condilions.

your sentence ends and you do not have community supervision to follow, you are

encouraged to continue treatment upon your release and your prison counselor can assist

you with that as outlined below.

An appointment for mental health treatment willrbade for you by a prison counselor at
a local mental health center near where you will be living as soon as the Parole Board
notifies the istitution of your release datéour counselor will complete a Mental Health
Re-Entry Form with your mental healthformation and the date, time, pé&of your

initial appointmentThat information will be sent to the Parole Office to which you will
report. You will be given a copy of your folleup appointment place, date and time by
your counselor at your institutio(page 3 of the MH Reentry Form).You are expected to
keep that initial appointment and any ottreatment that is recommend@&dhat will be a
condition of your early release, and your Parole Officéraxpect you to complyOnly
when the treatment pvider states you no longer are in need of treatment will that
condition be satisfied. If you are released on probation supervision, you may also be
expected to continue your treatment in the community.

If you have ever received Supplemental Securitpime (SSI) or Social Security

Disability Income (SSDI) before coming to prison, or if you may be eligible for that
federal benefit based on your current mental health or other condition, your prison
counselor may help you complete an application priorlease for that public benefit.

Be sure to speak to your Mental Health counselor about this when you are within a year
of your TPM or other release date. If you are a military veteran, you may also be eligible
for benefits, including treatmentoin the Veéerans AdministrationAgain, speak with

your counselor about this.

Your local mental health provider should not require you to pay a fee before yowereceiv
an evaluation and treatmehtowever, you may be asked to pay a fee at some point based
on your aliity to pay on a sliding fee scale published by the Department of Behavioral
Health and Developmental Disabilitiessaime point in your treatmerit.you receive a

check from Social Security you may be #llg for Medicaid health cardf.that is the

case Medicaid will be billed for the services you receive, but you still mayksesl de

pay a small cgpaymentlf you work, you will also be asked to pay for your treatment
based on your income,ahis, on a sliding fee scaléhe mental health provideray also

have other sources to help you pay forryappointments and medicatiddpeak to your

case manager there.
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If you are receiving mental health treatment at the time of your release it is important for
you to continue that@&atment when you are eslsedMake sure you are complying with

all the recommended treatment including taking any prescribed medications. If you stop
taking your medications the symptoms of your condition may return and that may affect
whet her or not vy o uad prison lbefore golrisemteneedendslo st avy
should also stay away from the use of alcohol, illegal drugs, and atied& not

prescribed for youThese can make your condition worse.

Your Parole or Probation Officer will regularly check to see if you ameptying with

your release conditions or other comatis imposed on your sententteis to your benefit

to keep all the appointments made for you and to follow the treatment recommendations
of the Mental Health staff ingtling taking your medicationH. you have any difficulties

with getting to your appointment, paying your share of treatment costs, or any other thing
which may keep you from mental health treatment in the community let your Parole or
Probation Officeknow and he/she will help you.

If you need emergency care for a mental health condition, you may call the number given
to you by your local Mental Health provider, or you can call the Georgia Crisis and
Access Line at-B00-7154255.

There are groups in Georgia which can help providenmition and support to you or

your family members in your recovefyr a mental health conditio@ne is the National
Alliance on Mentalllness Georgia (NAMI Georgia)ndividuals in that organization can
connect you to resources in your community, andoayutalk with persons who have
experienced what you are experiencing. NAMI members are in every part of the state and
you can contact them at www.namiga.org or by phone aR34®855 or toll free at-1
800-728-1052.

Another group which can provide infaation for you and your family about resources,
medications, and support is Mental Health America of Georgia. Its website is
www.mhageorgia.orgphone 40627-7175, or toll free 4800-933-9896.

The Georgia Mental ehlth Consumer Network is another organization which may be of
assistance in providing information and support. Staff at this organization can be reached
atwww.gmhcn.org404687-9487, or 1800-297-6146.

Please speak with your mental health counseloutadny questions you may have about
your release from prison or anything in this section of the manual. He or she can be very
helpful in preparing you for release and increasing your opportunity to remain in the
community witlout returning to jail or prisn

117


http://www.mhageorgia.org/

ReEntry Referral Form

Date of Referral: Provide 30 days notice when possible.

|l nmateds Name/ AKA: _ _ _ __ __ _ _ _ _ _ _ __ ___________ lr_
(Name on prison recordegn)Alias or fAreal o name i f diffe
State ID#: SSN:

Race: Sex: Date of: Birth:

Release Date:
(Use OTIS racial codes: W=White/Caucasian B=Afriganerican O = All Others.)

Type of Release: [ ] Sentence Expired, No Probation. [ ] Parole/Reprieve

[ ]Split sentence, Probation Follow Parole.

[ ]Probation Only

Level of Care:

Chief Probation/Parole Officer

I s the Consumer AAt Risko for homel essness after relea:
Residence Plan: [ ] Own Home/Apartment[ ] With Relative [ €}t8h [ ] Homeless

Emergency Contact for Consumer:
Contact Phone:

Client Address:

Client Phone:

Alternate Phone:

MH/MR Diagnosis:
AXis I:
Axis Il

MH/MR Medication:
Dosage:

MH/MR Medication:
Dosage:

MH/MR Medication:
Dosage:

MH/MR Medication:
Dosage:
Physical Health Diagnosis:

[Note: The inmate/probationer must sign a consent form for the releaseptiygieal healttinformation.]
[ 1Yes[ ]No (specify):
[ 1None[ ] Release of Physical Information Refused by Client.
Physical Medication:
Dosage:

Physical Melication: Dosage:

Medical Appliances Required: [ ] None [ ]Wheelchair [ ]Crutches [ ]Braces
[ JCPAP [ ]TENS [ ]other (specify):

VG85-0001 Form M8®1-01 Revised 9/08 Page 1 oB
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Re-Entry Referral Form

kkkkkkkkkhkkkkkkkkkkhkkkkkhhkkhkkkhkkkkkkhkkkkhkkkkkhkkkkkk

Major Offense:

Description of Significant Problems or Behaviors wibenMedication:
[ 1None [ ]lInjurious to Self

[ ] Threatening/Injurious to Staff/Peers

Description of Significant Problems or BehawahenNot on Medication:
[ 1None[ ]lInjurious to Self

[ ] Threatening/Injurious to Staff/Peers

History of Suicidal Ideation: [ ]Yes [ ] No
Suicide Attempts [ ]Yes [ ]No

History of Homicidal Ideation: [ J]Yes [ ]No

Details:

Eligible for SStDisability: [ J]Yes [ ]No

SSiI Disability Application Submitted: [ ] No [ ]Yes (date):

Eligible for Medicare/Medicaid: []Yes [ ]No

*kkkkkkkkk *kkkkkkkkhkkkkkkkkkkkhkkhkhkhk kkkkkkkkkkkkkkkkkkkkkhkkhhkhkhkkkkkkkkkkkhkhhkhkx

Referring Facility Name:

Referring Counselor Name:

Referring Counselor Phone:
Fax:

NOTE: Provide client with necessary information to contamh@unity Service Board, Behavioral Health Link at
1-800-7154225 and a 30 day supply of ALL prescribed medications. The provider should contact Behavioral
Health Link for the Mental Health Appointment and fax all supporting documents to the Communite SBwaid.
Distribution:

-Original: MH/MR Record (section 7), along with original of Release of Information Form if client consents to
Behavioral Health Link health information.

-Fax Copy 1: Community Service Board, also fax supporting documents (Diagisbsisost current
Treatment/Habilitation Plan, most current psychiatrist/psychologist MH/MR Progress Note, initial
psychiatric/psychological evaluation, counselor Progress Note summarizing course of treatment and response to
treatment.)

-Fax Copy 2: ChieProbation Officer or Chief Parole Officer or both as applicable. Do NOT include supporting
documents with this copy.

-Fax Copy 3: Central Office Rentry Coordinator (404) 658601. Do NOT include supporting documents with
this copy.

Note: All sectimsmustb e compl et ed. Wr i t e A unk ndonotlgaveany seitill A0 wher |
bl ank. Do NOT write, isee at t ac h endtsentftodProbatiom,yParaen s we r ; S |
Central Officer or Behavioral Health Link.

VG85-0001 Form M8501-01 Revised 04/09 Page 2 of 3
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Re-Entry Referral Form
Client Information Sheet

[ ] An appointment has been made for you with the following mental health provider:

Provider Name:

Appointment Date: Time: Phone:

Address:

[ ] No appointment has been mad&ease call Behavioral Health Link aB00-7154255.

[ ] Probation/Parole Officer Name:

Phone #:

If you cannot kep this appointment or if you wish to decline services, and are not required by
probation/parole to accept services, please call the above number and inform the Community
Service Board.

Note: If you are on medication, please make sure a supply of youtioadion is given to you
at the time you leave the prison/detention center.

Distribution:

Original: Inmate/Probationer

Copy: MH/MR Record
Probation/Parole Officer

VG85-0001 Form M8801-01  Revised 04/09 Page 3 o8
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CHAPTER 15

Alcohol, Other Drugs (AOD) and Recovery

Getting out of prison can be challenging and scary although most people feel hopeful because
they believe that past behaviaevkich led to being arrested will not be repeated. Be aware
however, that 6 out of 10 people released from prison return within 3 years. Coming into prison,
almost 8 out of 10 Georgia inmates report that alcohol or other drug (AOD) use led to their
incarceation.

What role will alcohol and other drugs (AOD) play in your life when you are released from
prison? To begin answering this question, consider how you used AOD before prison. If you
drank or got high before, during or after committing crimes or yerewot able to have fun or

enjoy yourself without using AOD, the desire to use will return. Experience shows that resisting
the urge to use AOD involves changing: 1) the people you hang around with, 2) where you spend
time, and 3) the things on which yéacus your attention and spend money on. To provide you

with experienced help, the Parole Board may require that you have a substance use assessment
after your release you will be asked to agree to this special condition of release at the time that
you ae asked to sign your parole certificate. The goal is for you to never get arrested again. If
AOD use was part of your life before you went to prison, it is important for you to know that
many people are in loAgrm recovery and that recovery resourcesaaailable in every

community.If you will be on probation following release you may also be required to have a
substance use assessment.

Immediately after getting out, most people say that they do not neetb ls¢dy off or stop using

AOD:A My mimadkuglsdbm not going to use, o0 Al just ha
going to use by staying away from AOD, 0 or Al
be fine. 0 These replies are from people who r
Recoker y begins by saying to another person, Al

experts defined recovery as:
A voluntarily maintained lifestyle characterized by sobriety, personal health, and citizénship.

Sobriety means not using alcohol or othenprescribed drugs however, recovery is more than
just not using or not breaking the law. Personal health includes physical, mental and spiritual
wellness that improves over time. Citizenship refers to living with respect for yourself and regard
for others who live around you. Research shows that recovery initially takes daily effort and that
leads to higher success rates the longer one is’s@heing early recovery, the first 11 months

of sobriety, three out of 10 people typically make it another wéhout using. However, 66%

of people with 13 years of sobriety continue their abstinence another year. Remarkably, more
than 8 out of 10 people withBlyears of stable recovery will not use in the next year.

The fApink c¢cl oudod adponeaekease from prson tan quickly turnanyo af e |
Araino of challenges: finding a safe place to
who support your recovery, and getting a job that is enjoyable and that pays enough money to
cover your fills and have a little left over. Immediately upon release some people, perhaps
family, friends or others, expect us to go back to doing what we did before prison. When we say
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Al 6ve changedo or Al éd&m not doing tchame,itanymor e
wono6ét | ast | ong and that we will soon be back
system of care has helped thousands continue their recovery for days, weeks, months, years and
even decades. The point is that you too can reapehefits of recovery, and we can help!

To help you prepare for recovery in your community, complete the Recovery Readiness
Checklist, included at the end of this section, and discuss with your counselor what recovery
activities you want to begitine dayof your releasérom prison.

While few people released from prison to parole commit new crimes and are arrested while on
parole, most arrests occur within the first five months of refé8se how do you successfully
complete your sentence? Studies varat3,000 parole discharges have shown that four
activities separate those who were arrested from those who were successful: attending programs,
taking drug tests frequently, sustaining employment, and not changing residencés often.
Fortunately, the Pal® Board tracks your likelihood of being arrested. Tharrest risk score
ranges from 140 and the lower your farrest risk score, the more likely you are to successfully
complete parole. It is important for you to understand that your behavior, andefwavior

alone, affects your rarrest risk score. How do you lower youramest risk score? See the four
factors listed above and discuss youarest risk score at least once a month with your Parole
Officer. You will be able to see if it is increiag or decreasing.

Whether you complete your sentence while in prison or are released to parole or probation,
programs to help you sustain your recovery are available in your community. The chart below
identifies the initial program that follows prisogle@ase.

From an IAPrison or To Parole with a
Prison Release: Probation Residential Special Condition for g Completed
' Substance Abuse Substance Abuse Sentence
Treatment Program Assessment in Prison
Motivation,
Primary Initial Substance Abuse Alsses_sment and CommLCJinity Se;]rvice
Resource: Aftercare Serice If:) anning Group Boar or Ot 1er
ollowed by the Service Provider
Recovery Group
Referral Made By: Probation_ or Pa_role Prison C_:ounselor,
' Parole Officer Officer Chaplain, or Self
Minimum Length: 6 months 7 weeks Varies
Peer Support/Mutual Aid Groups: Alcoholics Anonymous,
Narcotics Anonymous, Cocaine Anonymous, Methamphetamine
Other Recovery Anonymous, Celebrate Recovery, Reformers Unanimous,
Resources Faith-Based Organizations, etc.
Ask your Probation/ParelOfficer and/or Counselor because other
resources are likely available.
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Al f have to go to a progr am, how many sessi
go?0 Al though the table above shows the minim
available, the real answer is up to you. As discussed above, recovery takes time. Most people say

it takes at least a year of sobriety before one can safely make any changes to the routine that has
brought them that year of successful recovery and loweradest risk.

One more thing that is very important. The #1 cause of returning to AOD use is starting a new
intimate relationship, especially with someone who is not in-teng (5 or more years)
recovery. Hereods what 0s imimatkreatonghips: Stam bysgéttingg e o p |
a plant. If it lives for 6 months, get a pet. If the pet and the plant are still with you after 6 more
months, then you MAY be ready to begin a new intimate relationship with another person. In the
meantime, makeriends with as many people who are in recovery as possible from whom you

can learn recovery skills and enjoy AGi2e activities.

Al f one wishes to travel fast, go alone, butl
African Proverb
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Recovery Readiness Checklist
Adapted from www.williamwhitepapers.com/recovery_toolkit
by George Braucht with Wi lliam Whit

Name: Date:
Write one number, from 1 to 5, for each of following statements according to this scale:

1 =Strongly Agree2 = Agree;3= | 6 m Nie Disa8raeb = Strongly Disagree

1.1 dondét think | have..an..al.cah.o.l... a.r drug p
2. I might have an alcohol or drug problem but it i.s.n.6.t...t.h.at bad vy
3. | sometimes worry that | could develop a severe alcohol opdolodem in the future..

4. | think about stopping my autyeto.hol...or drug
5. I have an alcohol or drug problem, but fdet i can handle itonmgwn...............cc...

6. | dondét think going to..tr.eatment..would do
7. | canot afford..t.o..g.0.. ..o .. t.r.eat.ment .

8. | canot take ti me .a.f.f...war.k..t.o..go0..to treat
9. Ithink going to treatment would negatively affect my soei@tionships and my job..

10. | know people in successful lotgym recovery from alcohol andfdrug problems.....
11. | have promised myself and others many times that | woultbeurt or stop my using.
12. | have tried to stop my drinking or drug use mamnyes...........ccovvvereiiiinieeeieennn.
13. | can name three things in my life that would improve if | stoppedOD use...........
14. | can name three bad things that might happen to me if | contmu@eD use..........
15. | have some family and friends who will support me if | try to stgpAOD use..........

6. 1 6m surrounding by family wveghabddorme and frie
to stop My drinking OF OthEr ArUQ USE..........uvurriiriereesimmm e e e e eeeeeeeeeeeeeeee s s eeeeees

17. lcurrently have aplanto stop my AOD use,bud ve n 6t act ed....o.n t he pl

18. llive in a community with |at of treatment resources that cduddp me...................
19. llived in a community with a variety of recovery Support grQups..........ccceeeeeieemeeesnens
20. |live in a community with many recovery support meetingsve&k.............c.cc.oeeeen.
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Recovery Readiness Checklist (continued)
Adapted from www.wilamwhitepapers.com/recovery _toolkit
by George Braucht with W Illiam Whit
Scoring Instructions
My Question 1 number =

My Question 13 number =

My Question 14 number =

My Total =
Numberofallgest i ons answered with a A30 (I am nc
More than one of al | 20 quegcratotasnoseinans wer ed

this section of 4 or moree@ans that | am in there-awareness stage of changke.
should spend some more tieeduating my relationship with alcohol and other drugs
and the effects they hatilad on me and others who | care about.

[l. My Question2 number =

My Question 3 number =
My Question 4 number =
My Question 5 number =
My Question 6 number =
My Question 7 number =
My Question 8 number =
My Question 9 number =

My Question 13 number

My Question 14 number

My Total =
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The best total score for these questions is.a AChigher score means that | am in the
awareness, preaction stage of changelt is time that | made some serialecisions about
changing the role of alcohol and other drugs in my life.
Please continue on the next page
Recovery Readiness Checklist éntinued)
Adapted from www.williamwhitepapers.com/recovery_toolkit
by George Braucht with Wi Illiam Whit

My Question 11 number =

My Question 12 number

My Question 17 number
My Total=
The best scoma this section is a 3. A total score eé3ndicates that | am in ttaetion
stage of changelt is time to move from plannirgnd promising to doing.
My Question 10 number=__
My Question 16 number =
My Question 15 number=__
My Question 18 number =
My Question 19 number =
My Question 20 number=__
My Total (do not include Question 16) =
The best score in each column isfsny total score is-80, | believe that havefamily,
social and community support for recovery A score of 1, 2 or ®n Question 16

means that | may need to break contact with those family members and friends who will
undermine my recovery efforts.
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CHAPTER 16
Family and Friend Relationships

Just as you had to adjust to life in prison, you will have to adjust to life as you return to the
outside world. You cannot expect to feel immediately comfortable at first, but that does not
mean it is time to give up. Be patient. Here are some suggesiiat can help:

1 Begin by appreciating the small things that others take for g@argedh as privacy,
being able taome and go as you please,. etc

1 Awvoid talking about life behind bars as your only conversation &opi@actice making
Asmall t aily kapperanigsoinstead. dBegin visualizing positive wayseact to
possible situations

f Dondét try to catch dwmcanmtrdivbtanelostou have mi s

1 Be patiend know that you have to take small steps toward a new wayiogliv

1 Gradually yow i | | begin to feel more | i ke you bel
life

Family Relationship Changes

Don6ét expect to just walk back into a familybo
may have learned to do things around the hgbsdgeting, grocery shopping, car repair, etc.)

that you did before. Do not think you can immediately go kiadiow things were before you

left. Have a conversation with your partner about how you are feeling about this and decide who

is going to take are of these tasks.

1 Children may get used to living without their mom or dad. You may be rejected as a

di sciplinarian/ parent oconol etambdel obegasgs
havendt been around. Remember, be patient
f Your children ar eno6tddohnedts atnrey atso whreena ty otuh d 1
before you | eft. You canét treat a chil d

would a child. Show your children that you care about their needs, are irdenesteat
they are doing, and that you avéling to spend time with them

1 A divorce or child custody proceeding may have occurred and significantly afteeted
family as you once knew it

1 Your relationship with your parents will change, or maybe has changed, because
of aging
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Show your family that you understand how you have hurt them.

1 Allow members of your family tohsare painful memories with you
1 Admit you were wrong,

1 Ask for forgiveness

If asked about your incarceration, answer questiame$tly. Do not t el | peopl e i
dealAcding Atougho about your experience does
friends. Let them know that being incarcerated is no way to spend your life. Remember that
trust takes a while to relddi As your family learns to trust you, they will be ablestart trusting

you more and you will feel more comfortable within the family.

Social Networking and the Internet

For many of you, there have been many changes in how people communicate sihe&eyou
been incarcerated. People now use email, Facebook, Twitter, and other social networking sites to
keep up with existing friends, find old friends whom they have not spoken with in a while, or to
make new friends or even find dates.

Though this techrlogy has many advantages and po#itito it, BE CAREFUL what you post

or write on these sites. Remember, other people can see these posts and this could affect all the
work you have done to mend your relationships with your family and your friends, A&y
employers go to these sites to see what kind of person you are. It is OK to be part of this
technology, but be smart about what you @agut on these sites.

Former Friends/Associates

Let go of a negative past and look forward to a positiverdiitu

That may mean no longer associating with old friends that have not changed. If your former
associates are still i1into drugs, violence, an
you will definitely be pulled back in to your former lfiyle. Do not let this happen.

Donét be pulled back into your form
Re me mb er ybuwadcomethdtlsto prisonandnot hose afis@do fri end

Your Parents

Will you be living with your parents following release? Even if not, thdiraacing age can
becoming a factor in your relationship with theihis essential that you prepare yourself, which
may include a changed, more supportive role with them. You may even find yourself caring for
other relatives or friends.

Families are @rimary source for care giving of an older adult. In fact, the National Alliance for
Caregiving estimates that one in four households are providing care to someone who is at least
50 years old and has a disabling condition.
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The job of care giving carvelve slowly, over a long period of time, or suddenly, in the case of
an accident or illness. Care giving can mean having an elder live with you, or live hundreds of
miles away, with you dealing with issues from a distance.

Remember that you have to bdeatn support the ones you are care giving for not just physically
but emotionally. This certainly can become too great. It can cause emotional and physical
exhaustion, depression, marital, and family problems as well as work conflicts.

One solution isd access resources to help you in this job. Locally, an entry point is the Senior
Linkage Line {-800-3332433. It is an easy way to find community resources and support in
Georgia. If you live a distance from your family member, a nationafres ine i Elder Care
Locator (-800-677-1116 can locate resources in the area where they reside as well as local
Area Agencies on Aging. They can direct you to local resources in your area that will support
your efforts to do a successful job of care giving.

More information on eldercare and aging is available in your local library.

Seven Characteristics of Strong Families

The following are simple reminders as to what is important in keeping a family strong. You
arendt expected t ayourfamily, ba begin by boacerdratingeom anesdar i ¢ S
two:

1. Appreciation

At least once a week show appreciation to your children or spouse for the things
they do and say that are positive.

2. Democratic DecisionMaking

It is important to involve all members the family in making family decisions.
3. Flexibility and Openness to Change

Change is unavoidable.
4. Communication

Family members share their feelings, hopes, dreams, fears, joys, sorrows,
experiences, and needs. We communicate by our words, wibodigs, and by
our behavior.

5. Shared Values

Values provide direction and meaning todifparents have to know what they
expect of their children and how to communicate this clearly.
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6. Quality Time Together

The family bond is valued and efforts are made tkertane for family activities
and interaction.

7. Connections with Others

Building and maintaining supportive relationships between family members and
others in the community can help families cope with stress and crises.

Source: Building Family Strengths, ol Kit for Familie® University of Georgia Extension
Service

Tips for Incarcerated Parents

Remember, that your incarceration may sometimes be toughest on your childéh@mngh you
cannot be the kind of parent yowould like to be and should b#is dbes not mean that you
cannot have a relationship with therdere are some tips to help you do the best job you can in
the situation you are in:

T

Establish and maintain a positive relationship with the other parent of your child. Even if
your relationshighas ended, try to find ways to connect redpéytfor the sake of the
child

Make a plan of how you can connect with each of your children and follow the plan. This
might include writing letters to each child on a regular basis, or tisatgphone calla
contact them

Be honest with your children regarding why you are not living with them but respect their
ability to understand, depending their age

Let children know how important they are to you, but remember they may not necessarily
respond as you mig want. They may be angry because you did somethinggvanad

cannot be there with them

Be prepared to make amends, and say yesarry

Take your ti me. from faniily neeripess overnighi g c hange

As much as possible, find ways to suppotrychild emotional}, financially, and
spiritually

Be consistent in your approach and contact schedule. Your children need to be able to
rely onyou to call or write regularly

Observe family celebrations, special occasionscaitdral events from the gnde

Make gifts, if you are able, using the classrooarpentry, craft, or metal shop
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1 Create a game to play long distance. Make up a story for the children to finish. Draw
pictures and make them into a coloring book that tells a story. It may hiegyihave a
stuffed animal to hgior talk to when they miss you

1 Focus on clearing up any outstanding legal problems before your release, especially
things |ike unpaid fines and tickets which
courtordered cHd support obligation, contact the child suppafficer assigned to your
case

1 Develop a realistic plan to reconnect withuyahild after you are released

1 Connect with others inside who share your situation as a parent behind bartotrying
connect with eir children

T Dondét be afrai d t oecehaplin, broyourcouaselors el i ng fr om

1 If possible, take some time to read about becoming a better parent. Look in the library
transition resource oger for parenting information

If your offense history includes victimization of children, you may have restrictions
prohibiting contact with them. Abide by these rules.
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CHAPTER 17
CHILD SUPPORT

The information in this section has been compiled with the cooperattbe Georgia
Department of Human Services, Division of Child Support Services. This resource gives you
general information about child support and is not legal advice.

Values of DCSS Include:
9 Put children first
1 Children need both parents

Collecting Child Support:

The Division of Child Support Services (DCSS) serves Georgia parents who need assistance.
Either parent may apply at the DCSS office that serves their county or online through the website
www.ocse.dhr.georgia.govThere is an application fee of $&tat is waived for TANF

recipients. The parent is asked to furnish legal documents, if available, and other necessary
information.

Child Support Services Include:
1 Establishing paternity through genetic testing
1 Establishing and enforcing child support osler
1 Establishing and enforcing medical support orders
1 Collecting and distributing support payments

Georgia Fatherhood Program

This program helps necustodial parents pay child support by providing them with assistance in
employment readiness and workforaegmaration, transitional employment, job placement, and
life management and survival skills. Use the link below to find a program near where the
offender will be returning. Call to schedule an appointment for the offendergbease.

http://www.ganet.org/GAFatherhood/

The national Web Site sww.fatherhood.org

Internet Access to Case and Payment Information:

The fastest way to check on your casev.ocse.dhr.georgia.gov

Click on fAConstit uentrs8wcesyview gagmem mformmaionovieva nd ap
the status of your case and update case information 24 hours ataaygh this site you can

find contact numbers and the location of Child Support offices throughout the state. In order to
access an individualse you will need your secure number (IRN).

The website also provides a list of Frequently Asked Questions and Answers as well as
information on most any topic involved with Child Support. The public website provides all the
service information. You doat have to have a case with OCSS to obtain information.
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If you need to contact Child Support Services, calB7T-4234746

DCSS Does NOT:
1 help anyone get a divorce
1 find custodialparents
1 take legal action about visitation rights or custody
1 enforce courbrdered payment of unpaid bills not related to child support payments

How is the Amount of Child Support Determined?

In Georgia, child support is determined using the guidelines established in state law. There is a
commission appointed to review thesedglines. There was a change in legislation (2006) that
changed the guidelines in Georgia. These guidelines went into effect January 1, 2007. Particular
rules and procedures are being established but these new guidelines will take into account the
income ofboth parents as well as the circumstances of the child. Previous guidelines in Georgia
have only taken into account the income of the ioistodial Parent. The website listed above

for DCSS has current information on guidelines and will also have aatictd determine the

amount of current child support once this has been established based on the new guidelines. This
is on the public part of the website so anyone can access this information.

What Incarcerated Parents Need to Know About Child Support?

1 Itis important for your local child support office to know that you are incarcerated.

1 During the time of incarceration, your current child support continues and your arrears
(past due amount) will accrue.

1 If you work or have any type of income or monewitable during the time of
incarceration, then part of that should be used to pay toward your child support
obligation.

Any money available through third party payment is still subject to attachment.

If there is no order for child support yet, you maydontacted about establishing
paternity through a genetic test.

1 When you are released your child support is an obligation that must be handled.

1 Itis important for you to have immediate contact with your local offiteés can be done
through the Condtient Services Portal on the DCSS website.
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CHAPTER 18
LIVING UNDER SUPERVISION

Supervision after Release:

Probation and Parole are currently the dominant community programs for American Corrections.
You may max out your prison sentence and t@ebation to follow, or you may parole out and
have probation to follow. Parole and Probation Supervision may be served concurrently. You
should check with your Probation Office and Parole Office upon release to set up the details of
your Probation supersion and/or Parole supervision.

Your counseloand you will develop a reasonable release plan, including conditions and goals.
Your probation/parole officer will monitor your compliance with the conditions of
probation/parole and your progress in meetitgdoals of supervision. Generally, offenders may
be released under two forms of supervision, probation and/or parole.

|l f you are aware that you have personal i dent
certificate, or social security carih) your file, be sure to remind your counselor or send a note to
the records unit to have these documents included with your release paperwork.

Be sure that you understand the conditions of supervision before you are releaselfl you

have questions, aglour counselor. Before leaving the facility, you will sign paperwork
acknowledging that you have reviewed and had explained to you the conditions of release and
that you fully understand all the rules, regulations, and conditions in the document.tidiethe

you actually leave the facility, you will receive copies of these documents.

Supervision under Probation:

An offender released from prison may have been sentenced as a split sentence. Thisis a
sentence divided among periods of prison, parole estshion. Another type of split sentence
can occur when an offender is sentenced to prison on one count or case, but sentenced to
probation on another count or case. If you fall into either one of these categories and have
received a sentence of probatigou must report immediately to the Probation Office in your
sentencing circuit when released from prison and/or parole. Upon your contact with the
Probation Office, further instructions will be given to you concerning your conditions and
reporting instuctions.

Probationers under state supervision are assessed to determine their level of rHekdadneg.

They are supervised according to the results of the assessment. This process allows more time

and effort to be devoted to those offenders whsegbe most risk to the community. The

dynamic risk assessment instrument deter mines
supervision) as standard or high. To emphasize high levels of surveillance and intervention,
sentencing may be modified for offgrs to be placed under specialized supervision.

*See Appendix J for list of Probation Offices
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While on Probation, you will have general conditions of Probation, which can be unique to your
sentencing circuit and Judge. The following are general condibf Probation, which may be
on your sentence:

GENERAL CONDITIONS OF PROBATION 42 -8-35

Avoid injurious and vicious habits
Avoid persons or places of disreputable or harmful chatacter

Report to the probatioor surveillancesupervisor as directeshd permit him/her to visit you at
home or elsewhere.

Permit the supervisor to visit him at home or elsewhere

Work faithfully at suitable employment, insofar as may be posaitdeemain within a specified
location

Make reparation or restitution to aaggrieved person for the damage or loss caused by his
offense, in an amount to be determined by the court. Unless otherwise provided by law, no
reparation or restitution to any aggrieved person for the damage or loss caused by his offense
shall be madéf the amount is in dispute unless the same has been adjudicated.

Make reparation or restitution as reimbursement to a municipality or county for the payment for
medical care furnished the person while incarcerated pursuant to the provisions of afticle 3 o
Chapter 4 of the title. No reparation or restitution to a local governmental unit for the provision
of medical care shall be made if the amount is in dispute unless the same has been adjudicated.

Repay the cost incurred by a municipality or countywoongful actions by an inmate covered
under the provisions of paragraph (1) of subsection (a) of code sectibiil42

Support his legal dependents to the best of his ability
Violate no local, state, or federal laws and be of general good behavior

If permitted to move or travel to another state, agree to waive extradition from any jurisdiction
where he may be found and not contest any effort by any jurisdiction to return him to this state

Submit to evaluations and testing relating to rehabilitadioeh participate in and successfully
complete rehabilitative programming as directed by the department of corrections

You may also have special conditions of probation which are as follows:

The following special conditions of probation are expresslysed in this sentence in addition
to the general conditions of probation. The violation of any special condition of probation will
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