
 

          CENTER FOR EMPLOYMENT OPPORTUNITIES 


Life Skills Syllabus & Schedule Overview 

Introduction 

The CEO Life Skill’s curriculum is designed to teach critical skills, techniques and tips that have 
been proven to be successful in helping individuals find and keep jobs, as well as answer specific 
employer questions about past criminal convictions.  In all of the teaching days, we aim to open 
and close classes with a modified circle format, using motivational and inspirational quotes that will 
start and end class days in a good way. Our initial goal is to welcome participants and foster an open 
dialogue to work on building a bridge of trust to encourage everyone to share their opinions, 
experiences, goals and fears openly and honestly. Most of our teaching materials are designed to be 
presented in creative ways. Often, we will use role play scenarios to engage participants even more. 
We will assign some homework exercises in which participants will be encouraged to realistically 
target their specific goals and practice different strategies related to building their networks and 
interviewing people in various workplace settings.  Each day we will foster a dialogue that will 
enable everyone to share their experiences, lessons learned and promising practices.  In this way, 
we will emphasize a peer-to-peer learning environment that builds on the strengths of each 
participant. 

LSE purpose & Vision 

CEO's vision is that anyone with a recent criminal history who wants to work has the preparation 
and support needed to find a job and to stay connected to the labor force. This course will 
introduce and emphasize the importance of understanding how CEO’s CPs, a set of principles that 
guide CEO’s expectations for staff and participants, can help participants succeed in various 
workplace settings. The course will also reinforce and illustrate creative ways in which key values 
and cultural competencies--that many participants already believe in and practice--can make a 
powerful difference in one’s career and life pathway.  

Schedule 

There are 5 class days in our design curriculum. To maximize teaching periods we will begin 
teaching class partially on the first day which is on a Friday, but in this day there is also a document 
collection process and TABE testing that takes most part of the day depending on class size. 
Therefore, in actuality teaching days are from Monday to Thursday from around 9:30AM to 
2:00PM 
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FRIDAY - DAY 1 

Purpose of the Day : 
Start the first day of Life Skills with a circle and engage participants into coming on the following 
Monday for their second day of Class. Participants and instructors will set the rules for the class 
room.. Questions will be answered and the first homework will be given out before they take the 
TABE test. 

ACTIVITIES 9:00 AM – 11:30 AM 

Daily Check In/Modified Circle   

- Welcome and Introduction to CEO 

- Expectations and Benefits of CEO – Rules & 
Regulations 

- Documentation Process 
*Enrollment Documents 
*Fill Out "Employment Package" 

- Frequently Asked Questions 
[Attached Handout # 1] 

15 minutes Break Recess 

11:45 AM - 12:30 PM 

- TABE TEST 

30 minutes Lunch Break 

1:30 PM – 1:45 PM 
- Assigned Homework for Friday: 
“Tell me About Yourself”- Pitch 
[Attached Handout # 2] 

1:45 PM – 2:00 PM 
Daily Closing/Modified Circle 
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Frequently Asked Questions

1. What is CEO all about? 
CEO puts people to work. CEO gives everyone a transitional job that pays minimum wage and then we work hard to assist 
you in attaining a long term job.

2.  If I work at CEO, am I still eligible to receive benefits and other public assistance? 
CEO enrolled participants’ will be able to receive Medicaid, Food Stamps but they won t be able to receive any cash
assistance. There are access computer areas available to assist you verify needed services.

3.  What if CEO appointments are in conflict with appointments with my P.O or any other programs mandated by 
Parole or Probation? 
There should be no conflict. Your P.O supports that you are here. You can meet with your P.O after class but if you think 
that you will have a conflict during the next 5 days you may want to reschedule. If that’s the case please see your instructor.

4. Will I have to take the TABE test if I have a G.E.D or High School Diploma?
Yes, if you are on parole; we are mandated to administer the test with no exemptions. 

5. What happens if I miss one day of Life Skills class at CEO? 
You will have to return to the starting point of the program. You will have to come back the following week until you 
complete the process successfully.  

6. Will I be able to wear my own boots when working at Transitional Job sites? 
No, you will only be allowed to wear boots issued by CEO. CEO is required by O.S.H.A (Occupational Safety & Health
Administration) to maintain safety in all Transitional Job sites. 

7. What kinds of jobs are available at Transitional Job sites and what are the tasks involved? 
Transitional Job sites are open to perform maintenance duties, landscaping and light construction. Some available
Transitional Job sites are Department of Transportation, courts, Housing Preservation and CUNY Colleges. 

8. Will I be able to pick my own Transitional Job sites? 
No, sites are distributed on a first come, first served basis. We will do our best to accommodate you depending on
availability. 

9. Will I be able to keep working in the same Transitional Job sites?
If the same site is not available, we will do our best to accommodate you depending on site’s availability. 

10. When would I receive my first paycheck from Transitional Job sites?
For the day shift, checks are given out the same day at Transitional work sites  and for the night shift, checks are given out 
the next day at work sites (or if you are not working you can come to CEO -32 Broadway- between 12:00PM – 1:00PM to 
pick up your check but you won’t be able to work that night). 

11. What are the wages for working at Transitional Job sites? 
The wages are $7.15 per hour. Remember that this is only a temporary job until we will assist you to find a permanent job.

12. What If do not want to work on Transitional Job sites?
You can not be a member of CEO. Developing your skills for job readiness at Transitional Job sites is part of the program 
and more important it will enable us to see your work actions, responsibility, work ethics and overall performance on a work 
environment. 

13. Do we get paid for coming to class? 
No, but your class attendance is an investment on yourself towards being assisted in getting a permanent job. 

14. What kind of job interviews does CEO help you attain? 
CEO can assist you in obtaining jobs depending on your skills, experience and qualifications. They range from drivers, 
warehouse and maintenance work, office work in a whole variety of industries. 

15. How quickly will I get a job?
It depends on how quickly your actions show that you have mastered the CEO CP’s. It also depends on your work
experience, your skills and your positive attitude.
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MONDAY - DAY 2 

Purpose of the Day : 
Start the second day of Life Skills with a circle and engage participants into going over a brief 
introduction of the CEO CP’s and CEO Values. Participants will interact with each other by 
performing role play scenarios to have further discussions on their importance. Instructors will 
review Friday’s homework. The Resume Template will be the homework assignment for the day 
and it will have to be filled out for the following day  

ACTIVITIES 9:00 AM - 9:45 AM 

Daily Check In/Modified Circle   

-Introduction to CEO CP’s and CEO Values 
http://www.ceoworks.org/index.php/t2/46/ 

9:45 AM - 10:45 AM 
- Cooperation with Supervisors & Effort at 
Work [CEO CP] 

- Respect [CEO Value] 

10:45 AM - 11:45 AM 

-Primary Goal Settings 

30 minutes Lunch Break 

12:15 PM – 12:4 5PM 
-Time Management 

12:45 PM – 1:45 PM 
- Review Homework from Previous Day 
[Homework from day before on Tell Me About 
Yourself] 

1:45 PM – 2:00 PM 
Assigned Homework for Monday 
Resume Template- Pitch 
[Attached Handout # 3] 

2:00 PM – 2:15 PM 
Daily Closing/Modified Circle 
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HANDOUT # 3 
Resume Template 
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TUESDAY - DAY 3 

Purpose of the Day : 
Start the third day of Life Skills with a circle and engage participants into discussing more CEO 
CP’s and the Values. Participants will start on focusing the basics of communication and interview 
skills. The Resume Template homework will be discussed during class if participants have any 
questions. The importance of acquiring networking skills will be emphasized and the homework for 
this day will be introduced. 

ACTIVITIES 9:00 AM – 9:15 AM 

Daily Check In/Modified Circle   

9:30 AM – 9:45 AM 

Review Homework from Previous Day 
[Resume Template] 

9:45 AM – 10:45 AM 

Show Up On Time [CEO CP] 
Cooperation with Co-workers [CEO CP] 

10:45 AM – 11:00 AM 
Responsibility [CEO Value] 

30 minutes Lunch Break 

11:30 AM – 12:15 PM 
How To Job Search and Network 

12:15 AM – 1:00PM 
Basics of Communication 

1:00PM – 1:45 PM 
Job Interview Basics 

1:45 PM – 2:00 PM 
Assigned Homework for Tuesday: 

How to Build Your Own Network - Sheet 

[Attached Handout # 4] 


Daily Closing/Modified Circle 
T.J Orientation / BOOTS & ID’s 
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HANDOUT # 4 
How to Build Your Own Network 
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WEDNESDAY - DAY 4 

Purpose of the Day : 
Start the fourth day of Life Skills with a circle and engage participants into discussing the last CEO 
CP and the last Value. Participants will receive orientations from different departments in CEO. 
The homework will be discussed and participants will learn how to asses their networks. 
Participants will also receive their homework assignment for this day and they will start practicing 
job interview answers. 

ACTIVITIES 9:00 AM – 9:15 AM 

Daily Check In/Modified Circle   

9:15 AM – 10:00 AM 
Personal Presentation [CEO CP] 

10:00 AM – 10:15 AM 
Attitude [CEO Value] 

10:15 AM – 11:15 AM 
Review Homework from Previous Day 
[How to Build Your Own Network - Sheet] 

30 minutes Lunch Break 

11:45 PM – 12:45 PM 
Orientation of the CEO process 
JD, RS, Post-Placement 
12:45 PM – 1:45 PM 
Budgeting 
WAMU 
Health 
1:45 PM – 2:00 PM 
Assigned Homework for Wednesday: 
Interviewing Practice - Sheet 
[Attached Handout # 5] 

Daily Closing/Modified Circle 
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HANDOUT # 4 

INTERVIEW QUESTIONS 

1.  “Tell me about your professional background?” 
ANSWER: 

2. “Tell me about yourself” 
ANSWER: 

3. “Did you have any trouble getting here?” 
ANSWER: 

4. “What is the last book you read? Who is the author?” 

ANSWER: 

5. “What are some of your strengths?” 
ANSWER: 

6. “What is your biggest weakness?” 
ANSWER: 

7. “How much are you looking to get paid?” 
ANSWER: 

8. “If we called your last employer, what would they say about you?” 
ANSWER: 

9. “Why should I hire you instead?” 
ANSWER: 

10. “Do you have any questions for me?” 
ANSWER: 

11. “Do you work better in a group or do you prefer to work on your own?” 
ANSWER: 

12. “Tell me about your conviction?” 
ANSWER: 
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THURSDAY - DAY 5 

Purpose of the Day : 
Start the fifth day of Life Skills with a circle and engage participants into recapitulating everything 
they learned during Life Skills starting with the CEO CP’s. Participants will also most of the 
concepts learned in the previous days and reinforce mock interview practicing Class. Participants 
and the instructors will close the circle for the class room by making them comfortable if they need 
future employment services. 

ACTIVITIES 9:00 AM – 9:15 AM 

Daily Check In/Modified Circle   

9:30 AM – 9:45 AM 
Recapitulate on CEO CP’s 

9:45 AM– 10:30 AM 
Review Homework from Previous Day 
[Interviewing Practice - Sheet] 
Mock Interview Practicing 

30 minutes Lunch Break 

11:00 AM– 12:00 PM 
Recapitulate Core Concepts and Role Plays of 
Values 
Recapitulate on Goal Settings 
Recapitulate on Time Management 
12:00 PM– 12:30 pM 
[GRADUATION CLOSING CEREMONY] 

Daily Closing/Modified Circle 
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{Eligibility: Limited to CEO enrollees who have never previously participated in RR. All others must be pre-approved for 
enrollment by Program Director or designee. You are eligible to participate if CEO finds you a job or if you find your own job. } 

The following are the Rules and Regulations concerning participation in the Rapid Rewards Program, please review 
them carefully – your acceptance of these Rewards means that you agree to abide by the following limitations and 
rules: 

Limitations: 
1) Participants must be registered with CEO as an enrollee 
2) Incentives are not disbursed as cash 
3) Incentives can only be awarded as long as funds are available  
4) Incentive Program may be cancelled, changed or reduced at any time without prior notice to 

participants 
5) Rewards are not payable without the prior registration of your job in CEO’s participant database system.  

6) You participate at the will of CEO – we reserve the right to discharge you from the RR program at any time for 

any reason 


To collect your Incentives, you must: 

7) Be willing to give us a copy of your paystub for the current incentive month (see illustration below) 

8) Be employed in the current incentive month.  

9) Meet with a Post-placement Specialist (PPS) to receive your reward* 

10) To earn your 9th month bonus you must maintain monthly contact for all prior 8 months. 


You may resume collecting your incentives after you loose your job if you: 
11) You report the job loss to us; 
12) You actively engage with CEO’s post-placement staff; and  
13) You obtain employment and are working on your next retention milestone date  

This is an example of a valid paystub: 

Hours of Distribution: 

Daytime: Tuesday through Thursday, 10 to 12 PM and 2 to 4PM 

Evening (after 5PM): Please call 212-422-4430, Ext. 203 or your PPS, to arrange an appointment – you will not be 

seen without an appointment. 

*You are responsible for ensuring that you receive any Rewards through RRP – it is your responsibility to maintain contact with your PPS and to remain in good standing 
with CEO. At his or her discretion, your PPS may arrange to meet with you at mutually convenient times and places for follow-up purposes and may deliver your rewards 
during these meetings. 



50$ 

Job Start Date: _____________ 
30th day after start: _________ 

Bring in your FIRST PAY STUB and earn 
$25.00 and your 30th day paystub and earn 
$25.00 

25$ 

Month2: ___________________ 

Bring in a PAY STUB FOR THIS 
INCENTIVE MONTH 

25$ 

Month3: ___________________ 

Bring in a PAY STUB FOR THIS 
INCENTIVE MONTH 

25$ 

Month4: ___________________ 

Bring in a PAY STUB FOR THIS 
INCENTIVE MONTH 

25$ 

Month5: ___________________ 

Bring in a PAY STUB FOR THIS 
INCENTIVE MONTH 

50$ 
180 day Milestone retention date: 

Month6: ___________________ 

Bring in a PAY STUB FOR THIS 
INCENTIVE MONTH 

25$ 

Month7: ___________________ 

Bring in a PAY STUB FOR THIS 
INCENTIVE MONTH 

25$ 

Month8: ___________________ 

Bring in a PAY STUB FOR THIS 
INCENTIVE MONTH 

50$ 

9th Month bonus: $25 (Please read 
item 10) 

Month9: ___________________ 

Bring in a PAY STUB FOR THIS 
INCENTIVE MONTH 

Amount received: ______ 

25$ 

Month10: __________________ 

Bring in a PAY STUB FOR THIS 
INCENTIVE MONTH 

25$ 

Month11: ___________________ 

Bring in a PAY STUB FOR THIS 
INCENTIVE MONTH 

150$ 

365 day Milestone retention date: 
Month12: __________________ 

Bring in a PAY STUB FOR THIS 
INCENTIVE MONTH 

1st Qt 

$100 

2nd Qt 

$100 

1st + 2nd 
=$200 

3rd Qt 

$100 

=$300 

4th Qt 

$200 

=$500 



THE CEO SOLUTION


JOB READINESS 

TRAINING


Average 2,000 
people engaged 

per year 

TRANSITIONAL 

EMPLOYMENT


Average 220 
working per day 

FULL-TIME

PLACEMENT


1,250 placements 
in 2008 

ONE YEAR

FOLLOW UP


60% still working 
after 6 months 
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Newly released formerly incarcerated 
people list finding a job as their 
number one priority. 
Yet limited skills, lack of work 
references, and discrimination make 
it hard to get working. 

Formerly incarcerated people face 

huge barriers to employment. 

•	 About 70% do not have a high school diploma. 
•	 Most have few work skills, limited work 

experience and no references.  
•	 Formerly incarcerated people are competing for 

entry level jobs in a challenging job market. 

Many jobseekers are hit twice with 

discrimination. 

•	 Surveys find employers are much more 
reluctant to hire people with records than they 
are any other disadvantaged group, such as 
welfare recipients. 

•	 Nearly 1/2 of all formerly incarcerated people 
are African-American, nearly 1/5 are Latino or 
Asian, and studies find that African-American 
men are the least likely job applicants to 
receive offers. 

Not surprisingly, up to 60% of 

formerly incarcerated people are 

still unemployed one year after 

release. CEO offers a solution by 

hiring formerly incarcerated people 

for transitional work.  

•	 CEO offers short-term, paid employment at 
structured, supervised worksites.  

•	 CEO’s participants gain work experience and 
learn basic job skills while earning a paycheck, 
under the guidance of CEO supervisors and 
job coaches. 

•	 CEO provides the first work reference for people 
who have recently been released from prison, a 
crucial step for entering the workforce.  

CEO acts as an intermediary 

between job seekers with criminal 

convictions and employers. 

•	 CEO helps clients develop an employment plan 
that matches their skills with current 
job openings. 

•	 When clients are ready to enter the full-time, 
private sector workforce, CEO makes the 
introduction to employers for them.  

•	 Employers are willing to lower their barriers and 
hire CEO workers because: 
- They have a work reference through CEO’s 

transitional work program.  
-	 CEO’s job development staff gets to know 

the job seekers and properly match them to 
the employers’ needs.  

•	 Even after placement, CEO job coaches 
continue to provide support, counseling, 
and workplace mediation to employers 
and clients. 

CEO is working with the hardest to 

employ and succeeding. 

•	 Within 3 months, over 65% of CEO participants 
returning from state prison who work with us to 
find a job are placed in stable, full-time work. 
Over thirty years, CEO has helped tens of 
thousands of people to overcome barriers and 
find meaningful employment in New York City.  
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Of the more than 6.6 million people 

in the U.S. under criminal justice 

supervision, more than 2.8 million 

are fathers: 

•	 More than 1.5 million children in the U.S. 
currently have at least one parent behind bars. 

•	 There are seven million children in the U.S. 
whose fathers are under criminal justice 
supervision right now. 

•	 Children of incarcerated parents are six times 
more likely than other youth to land in prison at 
some point in their lives.  

Fathers returning home from prison 

want to reconnect with their children, 

support their families, and rebuild their 

lives. Yet from the moment of their 

release, formerly incarcerated fathers 

confront huge obstacles: 

Unemployment 
People with criminal records have a hard time 
finding a job due to lack of skills, limited or no work 
history, and employment discrimination. 

Debt 
Many fathers accumulate large child support arrears 
while in prison, and are obligated to begin making 
payments the moment they get out, regardless of 
their employment status. 

Disconnection from their children 
Newly released fathers often struggle with how to 
interact with children they have not been with for a 
while, and may be unable even to see them, due to 
conflicts with custody and visitation. 

CEO works with fathers to build work 

skills, secure employment, and 

establish a foundation on which to 

build a constructive life: 

•	 CEO provides fathers with immediate job 
readiness training and paid transitional work to 
prepare them for the work force.  

•	 CEO helps participants find meaningful work, 
by matching participants with employers and 
providing ongoing job coaching and mediation.  

CEO coaches program 

participants who are working 

hard to resume their roles as 

responsible, attentive dads: 

•	 Through the Responsible Fatherhood Program, 
CEO runs parenting workshops for low-income, 
non-custodial fathers. 

•	 CEO provides child-support advocacy to help 
fathers navigate the child support system and 
get child support orders set at a fair level that 
they can pay.  

CEO provides formerly incarcerated 

fathers with the support they need 

in order to get back on their feet, 

get a job, and reconnect with their 

families: 

•	 Approximately 60% of all CEO clients are 
non-custodial fathers. 

•	 Every year CEO enrolls over 2,000 participants 
in its transitional work program. 

•	 In the last 30 years, CEO has made tens of 
thousands of placements in stable, full time 
jobs, many of whom are now helping to support 
and stay connected to their children. 
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Over 30 years, CEO has worked 
with over 300 public and private 
sector companies, helping them fill 
tens of thousands of job openings 
with qualified, hard-working staff. 

Business owners hiring low and 

moderately skilled labor need 

reliable and inexpensive ways to 

find workers.  

•	 Employers in industries such as retail, food 
services, and wholesale trade report high 
turnover among unskilled workers. 

•	 Employers report that it is difficult to find 
hourly-wage employees who come ready and 
willing to learn. 

•	 Employers can spend hundreds of dollars in 
advertising fees, time and other expenses to 
recruit a single employee. 

People returning home from 

prison need a solid path to the 

workforce in order to build 

constructive lives and take care of 

their families. 

•	 Formerly incarcerated people want to work, but 
often lack the work references necessary for 
obtaining job interviews. 

•	 People fresh out of prison and jail are often 
unprepared to enter the workforce, lacking the 
documents, training, and work experience they 
need in order to find and hold a job.  

•	 Unemployment among formerly incarcerated 
people approaches 60% one year after release.  

CEO acts as intermediary — 

matching employers struggling to 

fill high-turnover jobs with 

people returning from prison that 

CEO prepares for work. 

CEO prepares formerly incarcerated job-
seekers for work. 

•	 CEO provides intensive job readiness training 
after release from jail or prison.  

•	 CEO hires newly released people as transitional 
workers at supervised, instructive job sites. 

•	 CEO evaluates the interests and skills of 
participants and matches them with  
potential employers.  

•	 CEO provides workplace counseling to 
participants before and after job placement. 

CEO helps employers fill positions quickly 
and reliably. 

•	 CEO gives its employer partners access to a 
large pool of ready workers, all of whom have 
been trained by CEO.  

•	 CEO serves as a free-of-charge employment 
agency, providing HR support and carefully 
matching employer needs with  
applicant abilities. 

•	 CEO provides assistance to any employees with 
special needs or difficulties (not just CEO hires) 
from CEO's experienced workplace counselors.  

•	 CEO can insure its applicants under a federal 
bonding program for up to $25,000, at no cost 
for the first 6 months. 

•	 CEO helps employers apply for the Work 
Opportunity Tax Credit of up to $2400 
per CEO-trained employee. 
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CEO is committed to breaking the 
cycle of incarceration for people 
returning from prison who are looking 
for work. Our experience and 
independent research shows that 
immediate, meaningful employment for 
formerly incarcerated people results in 
safer streets, healthier families, and 
stronger communities. 

CEO has over 30 years of experience 
helping those who have completed 
their sentences to enter the workforce, 
through our job preparation, 
transitional employment, job 
placement, and job retention programs. 

Facts on Unemployment and Recidivism  
Securing steady work is at the core of building a 
constructive life. Yet studies show that the 
unemployment rate of formerly incarcerated 
people after one year may be as high as 60 
percent because of multiple barriers to 
employment, including a lack of legitimate work 
history and employers’ unwillingness to hire 
people with records. 

There are currently more than 2 million people 
behind bars across the nation. Each year, more 
than 700,000 state prisoners are released and 
return to their families and communities. 
In the state of New York, 89% of all probation 
or parole violators are unemployed at the time of 
violation. Moreover, a full two-thirds of all 
released inmates will be rearrested within 3 
years, and more than 50 percent will be re-
incarcerated. At an average annual cost of 
$30,000 per inmate, we all have a stake in 
getting people coming home from prison into the 
workforce, instead of back to prison. 

Our Strategy 
CEO secures employment for people returning 
from prison, in order to provide the structure, the 
confidence, and the income necessary for them 
to lead productive lives within their 
communities. We believe that the most 
successful pathway to stable employment is 
through work itself, which is why we emphasize 
transitional employment immediately following 
release from prison or jail. By putting people to 
work, we are providing them with the 
foundation they need to address the complicated 
issues that arise from re-entry.  

How It’s Done 
CEO targets recent parolees in order to initiate 
our program during the crucial first days of 
release. Our model includes:  
1) Pre-employment job readiness training 
through intensive classroom-based instruction; 
2) Meetings with a job coach; 3) Paid 
transitional work at one of CEO’s supervised 
worksites; 4) Vocational assessment and job 
development with a job developer;  
5) Unsubsidized job placement; 6) Job retention 
support. 

Our Success 
CEO demonstrates that people who have been 
incarcerated have the motivation to find and 
keep stable employment. CEO prepares over 
2,000 people each year to move into mainstream 
employment. Within 2-3 months, over 65% of 
CEO participants who begin a job search are 
placed in permanent jobs. In the past decade, 
CEO has made 10,000 placements of formerly 
incarcerated people into full-time employment. 
And results from an independent research 
evaluation reveal that people recently released 
from prison who come to CEO were 50 
percent less likely to be reincarcerated for 
any reason. 
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