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FairShake | Quick START GUIDE!

é REENTRY RESOURCE CENTER

WELCOME TO FAIR SHAKE! =» www.fairshake.net

PRINT THIS PAGE to guide you as you explore the Fair Shake Do-It-Yourself Reentry Resource Center.
There is a lot of information on the website! This guide will help you get find your way around.

3 important items for you to remember: .
1. If you ever get lost on the website (or any website), = % FO | rShO ke

click on the logo to return to the home page.
2. Words in blue are links to pages on our website, other websites or _
documents that you can also print. . » Resource Directorv

. : ) ] ) + Resource Directory
3. Icons you will see: g Available off-line and on-line

® Available on-line only
£ Documents available off-line and on-line

Fair Shake Website Home Page: = www.fairshake.net
KFairshake === =1 Do It Yourself

- You are unique! No one knows
what you need better than you do

- Explore new opportunities!

- No tracking, nudging, or monitoring

Fair Shake Reentry Tool Kit r Formerly and Currently For Family and Friends
poreerasd Foome Special support for special relationships [ & & B 8§ N "N NN RN §

*  Resource Directory u have big hurdles. We have powerful
1gpis to help you get beyond them!

Abo *  Reentry Packet I

. Fgr Property Managers For Employers
+ Quiashin Mol iccesslu\ reentry is not possible without Wia have tools to support you in making
. lace to five informed, careful hiring decisions.
*  Building Computer Skills [

|

< FindaJob ctions / Reentry Professionals For Community

Heighbors, Students, Advocates
e Wie all play an impartant role in reentry.

¥ Become a Member!
BoMElE

Find RESOURCES:

Resource Directory — search our huge data base!
Resource Guides — local, regional, and national
brochures, books, and interactive websites

Find EMPLOYMENT

Prepare For Work
Find A Job (also includes Start Your Own Business)
Help an Employer Hire You!

Explore LEARNING OPPORTUNITIES
Formal, Informal, Non-formal
Higher Ed, Life Skills, Lifelong Learning

And Improve COMPUTER SKILLS!
Step-by-Step Tutorials and Internet Safety Tips

Fair Shake Reentry Tool Kit

* Resource Directory

* Reentry Packet

* Ownership Manual
#Building Computer Skills
“Find a Job

¥ Become a Member!

* Educate Yourself!



https://www.fairshake.net/reentry-resources/search-for-a-resource/
https://www.fairshake.net/reentry-resources/search-for-a-resource/
https://www.fairshake.net/reentry-resources/reentry-packet/
https://www.fairshake.net/reentry-resources/reentry-packet/
https://www.fairshake.net/ownership-manual/
https://www.fairshake.net/ownership-manual/
https://www.fairshake.net/reentry-resources/building-computer-skills/
https://www.fairshake.net/reentry-resources/building-computer-skills/
https://www.fairshake.net/reentry-resources/employment/
https://www.fairshake.net/reentry-resources/employment/
https://www.fairshake.net/members/sign-in/
https://www.fairshake.net/members/sign-in/

SEARCH the entire Fair Shake WEBSITE

Itis like a REENTRY, DEVELOPMENT and COMMUNITY-BUILDING LIBRARY!

You can find all the pages on our website from almost any location on our website! By hovering over the
four menu tabs on the left side of our home page, you will activate the menu bar to reveal links to pages
organized under headings.

STEP BY STEP:

Look to the left side of any page
and you will see a dark purple
column. Do you see the words:
Reentry Resources, Information
Center, Member Menu and About
Fair Shake? Hover your cursor
(don't click) over the words Reentry
Resources at the top of the column.
To 'hover', move the cursor — which
usually looks like an arrow — over a
tab. You will see the cursor switch
to the image of a hand. The Menu
Title will then change to light-purple
and the Menu will appear to the
right. Next, you can move your
cursor over the words in the menu.
Hover over any of the titles and the
color will change to orange and a
line will be added underneath. Click

on the title that interests you, and
you will go to that page on the website.

FairShake =

REENTRY RESQURCE CENTER

Reentry
Resources

Information
Center

Member
Menu

Gl

About
Fair Shake

—Support Us—

FS RESOURCE DIRECTORY

Search For Resources

Mational & State Reentry Guides
Submit 3 Resource

Reentry Self-Study / Workshop
Guides

STAKEHOLDERS

Formerly & Curenthy Incarcerated

Family and Friends.
Employers

Froperty Managers
Comections / Reentry
Frofessionals
Community

For Vaterans.

LEGTO+

Sex Offense Resources

ET INVOLVED

Send Books.

‘Community

Compassionate Release
information (BOP)

Pen-Fal Organizations
Self-StudyWorkshop Guides
Corrlinks Sign Up

Model Programs.

Mesd 3 Map?

Reentry
Resources

Information

Center
d

Member
Menu

About
Fair Shake

Support Us

2

onate!

FairShaoke

REENTRY RESOURCE CENTER

GEMERAL INFORMATION
Educate Yourself
Family Transportation to Prisons
Facts and FAQS about Reentry
Bureau of Prisons Information
Links
Data & Statistics
Poiicy and Legislation
Sie Map
MNeed a Map?

ABOUT FAIR SHAKE
About Us
Fair Shake Brochure
Donations at Work
On Sue’s Desk
Website Tour

EHYSICAL HEALTH
ratetes
High Biood Pressure
Heart Conditions
Joint and Bone Problems

Are you ready to

get a Fair

Shake?

MEDIA CENTER GET INVOLVED
carcerated Authors Corrlinks Sign Up
: Authors c Release
Free Books Programs Poe)
Wirting and Publishing Send Books
Fair Shake Newsietter Pen-pal Organizations
Testmonials Community
EDUCATE YOURSELF! Model Programs
Send a Greeting
Education Basics "
Higher Education FULDNG COMPUTER SRILLY
Life Skils Computer Basics Tutorial
Employment Sidls Cmol
Buiding Computer Siills el
Money Management Software
H ¥i 0 11 Storage
Be Careful
LhabhtuEr FS RESOURCE DIRECTORY
MENTAL HEALTH

What Makes Us Stronger

Search for a Resource

Need a Map?

State and Local Reentry Direclories

and Guides

Self StudyAVorkshop Guides

Submi a Resource

Found at the bottom of each webpage, the Sitema
-

REENTRY PACKET
Custom Reentry Packet Builder
Ready-To-Print Fackst
Individual Documents
Ownership Manual
Ready for Relezse
Culture Shock!
Relationships: Procesd with
Caution
Documentos en Espanal
HOUSING SEARCH
Property Managers page
EMPLOYMENT
Find a Job
Fair Chance Employers
Prepare for Work
Basic Wiiting Tips
Employers

Entrepreneurship {Start “Your Cwn
Businesz)

Reentry Packet

Educate Yourself!

Submit A Reference
Personal Web Page Example
Ban the Box

home page

BECOME A MEMBER
FAIR SHAKE TUTORIAL S
BUILDING COMPUTER SKILLS

Computer Basics Tutorial
Email

Browsing

Saoftware

Storage

Be Careful

CHOOSE YOUR PERSPECTIVE

Beliefs

Cognitive Biases

Culture Shock!

Dealing with Rejection
Educate Yourself!
Gratitude

Handling Frustration

How To Watch TV
Managing Anger
Motivation Tips

Resisting Influence
Sweliness

Transi
‘Workir h Depression
Ubuntt | Social Fabric

Most websites work like Fair Shake:

- Click on the logo to return to the

- Find the sitemap at the bottom

of almost every page

often links

- Words that change color are

- Learn about an organization's
Mission and Vision by visiting
the "About Us" page.

p also shows all of the pages on the website:

Hnmelf sitemap A Privacy Policy / Help / ContactUs / Back to Top



% FO I rS ho ke Benefits of Fair Shake Membership

REENTRY RESOURCE CENTER

Benefits of Fair Shake Membership
Bridges to working and networking in today's electronic world

The Member area of the website is exclusively for formerly incarcerated people and exists to provide access to
and training in useful technological tools that can build opportunities. It ncludes free online tools such as a
Personal Web Page, data storage area, and a Personal Resource Directory with tutorials to learn more about all
of the above.

We recommend you engage in every way possible to demonstrate skills and knowledge you have acquired
before, during and after incarceration. We believe that if you embrace this section of the website you will be able
to put your best foot forward to demonstrate your intentions, your organizational skills, pride in your work, and
commitment to the course you are now taking. We also believe that by utilizing these tools you can help others
succeed!

Fair Shake offers the following FREE Benefits:

Personal Web Page: Your Personal Web Page is a comfortable environment to disclose the information you
would like to share with people you permit to visit. Here you can introduce yourself, list your skills, your
education and work history, show your photograph, link to your documents and provide relevant and important
information not requested in many job applications.

Some people assume the worst when they hear you have been incarcerated and make incorrect judgments.
Your Personal Web Page lets others learn about you at their leisure and provides an opportunity to make a
personal connection in a non-threatening way.

Your page is password protected; you decide who has permission to visit. You can change the password at any
time to control the amount of people that can view your page or have access to your documents such as your
resume, identification, and certificates in education or specific skills.

Data Management: On the Data Management page you can upload documents and photos for storage. You
will also see how much of your storage space remains available.

Personal Resource Directory: The Resource Directory is available to everyone, but when you are signed

in to your Fair Shake account you can save resources to your own account, and thus create your own Personal
Resource Directory. All the contacts you have saved and searches you have performed are here for your quick
and easy reference. From this page you can review, delete and print. Printing makes these resources available
to you while you are away from your Fair Shake account.

Tutorials: If only the world had a user's manual! This area is full of tutorials that will help you understand how
to use your electronic tools. Tutorials we have written explain using all of the tools we give you within Fair
Shake, and we also provide links to other tutorials on popular programs you may have access to.

Member Testimonial:

Fair Shake helped me to land the job | currently have. My boss was highly impressed with the array of resources
| had at my disposal. What | like best about Fair Shake is that the member tools are restricted solely to inmates
released from prison.

Potential employers see the information collected and displayed by and through your site and it gives them just
enough pause to consider us as people. And for people like me, that was all | needed. | now have my own place
to live, my own job, and I'm getting along just fine. Your site definitely played an integral part in this process.

~ Cody R.

www.fairshake.net "Benefits of Fair Shake Membership" from the Fair Shake Reentry Packet
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. PRE-RELEASE
RfairShoke  FReneess

Additional items to add to your list!

1. List the gifts that you bring with you! ® 9

¢ Include your courage, determination and authenticity.

e Your ability to listen well and offer the greatest gift a person
can give: your attention.

e The special tools and skills you've developed to share with
employers, coworkers, customers and clients.

¢ Expanded knowledge, compassion and commitment to
those who are close to you.

e The unique perspective, and pro-social community-building
skills that you have to construct the future with others!

2. Prepare for tough times. Write down book titles, articles, names of friends and family, and
community resources you can turn to when things are tough; or when you feel down or
vulnerable. When it's difficult to reach out to people; books may be a good place to start.

3. Check for "Over-Confidence". It's crucial to be confident...but foolish to be over-confident!
Here are a couple of ideas to locate and address possible points of overconfidence:

+ Play "Devil's Advocate". Be critical and pessimistic. If possible, solicit the help of a friend or
a young person. (In general, the young are better at this than adults.)

+ Resist comparing yourself to others. Everyone does things differently!

+ Listen to, and address, concerns or criticisms from others. This doesn't mean you need to argue
with them or change course. Just check to see if you are fully considering their perspective.

+ Mix modesty and humility with enthusiasm.

4. Remember: you've KEY Fsn
got a lot of choices @ - LIFE PATHS CLOSED TO YOU =i
ahead! There's always LIEE BATHE GREN TO YOU
more than one option,
and almost always more
than two. Try to find at
least 4 options from L
which you can build or :
blend options to create
your best opportunities!

Image from Tim Urban's
Wait But Why website:
waitbutwhy.com THE PAST THE FUTURE




AGENCY and ACTION

What can we do,
with what we have,
where we are,
right now g

*** \We can get ready for change; ready to build what comes next;
ready for the unknown! We can read, write, plan, draw, and think —
as a strategic problem solver and community building collaborator.

*** We can stay flexible...mentally and physically...so that whatever
comes, we will be ready and able to adjust and contribute.

*** \We can reflect, and deepen our understanding and compassion.

*** \We can consider the things that we would most love to give our
deep attention to and consider how our unique gifts could bring strength
to the areas we are most passionate about.

*** We can gather tools and build skills that we will need such as
attending to issues with anxiety, depression, loneliness, self-doubt; or
deepening skills we already have and which are so hard to find such as
listening and caring.

*** \We could learn something important for community building, so we
can share it with any community we join.

*** Feel free to reach out to Fair Shake to see if we can connect you
with a group of people who are working in the area where you would
like to invest your efforts: outreach@fairshake.net.

Wishing you all the best through your transitions to come! Your
success is important to me...and to our future together. Ubuntu!



Write Your Business Plan!

This text is from the Small Business Administration website:
https://lwww.sba.gov/business-guide/plan-your-business/write-your-business-plan

Traditional business plan format: When you write
your business plan, you don’t have to stick to the exact
business plan outline, but it would be wise to use the
sections that make the most sense for your business
and your needs. Traditional business plans use some
combination of these nine sections.

Executive summary: Briefly tell the reader what your
company does and why it will be successful. Include
your mission statement, your product or service, and
basic information about your leadership team,
employees, market and location. Include a brief
financial summary and plans for growth, especially if
you plan to ask for financing.

Company description: This is where you will share
detailed information about your company. Be specific.
Describe the problems your business solves. Describe
the consumers, organizations, and businesses your
company plans to serve. Explain your competitive
advantages. Are there experts on your team? Have you
found the perfect location for your store? Why are you
S0 passionate about the product or service to see the
project through to become a solvent business? This is
the place to extol your strengths.

Market analysis You'll need a good understanding of
your industry, what is instore for the future, and your
target market. Competitive research will show you what
other businesses are doing and what their strengths
are. In your market research, look for trends and
themes. What do your competitors do? Why does, or
doesn’t it work? Can you do it better?

Organization and management: Describe how your
company will be structured, who will run it and how it
will be managed. What is the legal structure of your
business? A C corporation, S corporation, B
corporation, a non-profit corporation? Will you have a
partnership? If not, will you simply be a sole proprietor
or possibly a limited liability company (LLC)? Consider
all options before you file with the IRS or state
regulators.

Use an organizational chart to lay out who's in charge
of what. Describe the qualities each team member will
bring to contribute to the success of your venture.
Consider including resumes of key team members.

Service or product line: Describe what you sell or
what service you offer. Explain how the product or

service benefits your customers and what the product
lifecycle looks like. Share your plans for owning your
intellectual property, like trademark, copyright or patent
filings. If you're doing research and development for
your service or product, explain it in detail.

Marketing and sales: There's no single way to
approach a marketing strategy. Your strategy should
include the reception for your audience and your
advertising outlets. It should also include flexibility
should your product, service or messaging need to
change slightly. How will you attract and retain
customers? Where and how will you sell your products
or services? Be clear! You'll need to refer to this section
later when you share your financial projections.

You'll refer to this section later when you make financial
projections, so make sure to thoroughly describe your
complete marketing and sales strategies.

Funding request: Your goal here is to clearly explain
your funding needs for the next 5 years. How much will
you need? What will you use it for? Demonstrate how
your profits will keep your business fluid while you’re
able to pay off a loan. Or would you prefer to take on
investors? Give a detailed description of how you'll use
your funds. Specify if you need funds to buy equipment,
materials, cover payroll or other specific bills. Include
your strategy for paying off debt or selling the business.

Financial projections: Here you want to convince the
reader that your business plan is stable, will remain
solvent and will be a financial success. List the
collateral you will put up against a loan. Provide a
prospective financial outlook for the next five years.
Include forecasted income statements, balance sheets,
cash flow statements, and capital expenditure budgets.
For the first year, be very specific. Use monthly
projections if possible. Make sure to clearly explain your
projections, and match them to your funding requests.
This is a great place to use graphs and charts to tell the
financial story of your business.

Appendix: Use your appendix to provide supporting
documents or other materials were specially requested.
Common items to include are credit histories, resumes,
product pictures, letters of reference, licenses, permits,
patents, legal documents, advertisements from
competitors, trade news about your product, materials,
or services, any contracts you may have now or which
are on the table.



Tips for Writing a Business Plan

FairShake

REENTRY RESOURCE CENTER

What is a business plan and why do | need one?

A business plan describes the strategy that the creators of an organization plan to follow as they build a new
business...for instance, what steps will you take to start the business, and then what steps will you take to grow the
business? The plan includes a description of the products or services that will be offered by the business, the
customers, location, competitors, anticipated expenses, profit margin, plan to bring in employees, licensing or other
special requirements and details specific to each industry, such as product shelf life and or cost of training staff. It
should be written as a 3-to-5-year plan that includes short term and long-term goals. A business plan includes the
mission statement and the vision for the organization. Use them to guide your structure and strategy. Business
owners who need funding from another source to start the business — whether loans, grants or investors — will need
a business plan to convince the grantors, lenders or investors that the business is a good investment.

A BUSINESS PLAN IS USUALLY REQUIRED TO OBTAIN
FUNDING OR ATTRACT BUSINESS PARTNERS.

Is a business plan good for anything besides applying for funding?

Certainly. A business plan will guide you through the beginnings of your business. It will serve as a guide to get
started, a measuring tool to keep you on track and a tool box notice problems and address them when they arise.

A business plan helps you monitor your cash flow, time and production rate to help you capture all of [ |
the aspect of creating your goods or services. It can be helpful in securing employees so you can

attract a team that clearly sees and embraces your vision. It also provides a vision for potential | |
partners or complementary business relationships, which can grow your business, or improve the B

environment for your business category.
/ If you can, incorporate graphs, charts, and visual displays of research, statistics and projections.

They help readers stay engaged and visual descriptions appeal to different learning styles. They
. I can also provide quick references.

Be prepared to make changes as the business develops!
Business Plan Basics:
1. Executive summary
. Company description
. Market analysis

. Organization and management

2
3
4
5. Describe your services or products
6. Marketing and sales goals

7. Request funding

8. Financial projections

9

. Appendix




Maurice Sprewer EXAMPLE of a

414.874.1657 (list the BEST contact number you have) FUNCTIONAL Resume’

Maurice.sprewer@dwd.wisconsin.gov

(be sure that your email address is professional)

Production Worker and General Laborer Committed to Safety and Quality

(personal branding statement - describes position and a quality that makes you great at it)

Summary of Skills: (make sure the skills are relevant to the job you are applying for - usually found in the job description)

Sorting, grading, weighing, and inspecting products, verifying and adjusting product weight or measurement to meet
specifications.

Observing machine operations to ensure quality and conformity of filled or packaged products to standards.

Monitoring the production line, watching for problems such as pile-ups, jams, or glue that isn't sticking properly.

Attaching identification labels to finished packaged items, or cut stencils and stencil information on containers, such as lot
numbers or shipping destinations.

Stocking and sorting product for packaging or filling machine operation, and replenishing packaging supplies, such as wrapping
paper, plastic sheet, boxes, cartons, glue, ink, or labels.

Packaging the product in the form in which it will be sent out, for example, filling bags with flour from a chute or spout.
Inspecting and removing defective products and packaging material.

Starting machine by engaging controls.

Removing finished packaged items from machine and separate rejected items.

Counting and recording finished and rejected packaged items.

Stopping or resetting machines when malfunctions occur, clearing machine jams, and reporting malfunctions to a supervisor.
Removing products, machine attachments, or waste material from machines.

Transferring finished products, raw materials, tools, or equipment between storage and work areas of plants and warehouses,
by hand or using hand trucks.

Packing and storing materials and products.

Helping production workers by performing duties of lesser skill, such as supplying or holding materials or tools, or cleaning work
areas and equipment.

Counting finished products to determine if product orders are complete.

Measuring amounts of products, lengths of extruded articles, or weights of filled containers to ensure conformance to
specifications.

Following procedures for the use of chemical cleaners and power equipment to prevent damage to floors and fixtures.

Mixing water and detergents or acids in containers to prepare cleaning solutions, according to specifications.

Loading and unloading items from machines, conveyors, and conveyances.

Operate machinery used in the production process, or assist machine operators.

Placing products in equipment or on work surfaces for further processing, inspecting, or wrapping.

Relevant Production and General Labor Experience

General Laborer (Position while incarcerated) year - year
State of Wisconsin / Badger State Industries / FBOP (whichever applies) City, State
Previous Relevant Employment year - year
Previous Employer City, State

Other Experience

Previous Relevant Employment year - year
Previous Employer City, State
Education

Relevant Education (Relevant Degree / Diploma)

170

Created by Maurice Sprewer Employment & Training Specialist / Reentry Coordinator
DWD / Job Service 4201 N. 27" Street Suite 602 Milwaukee, WI 53216

Fair Shake Ownership Manual: Functional Resume www.fairshake.net
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REENTRY RESOURCE CENTER 11
Cover Letter

Many employers today want to read a letter of introduction, or cover letter, when they review a resume. A
cover letter should tell the employer which position you are interested in, why you think you are qualified for
the position. Some information in your cover letter may also be on your resume; overlapping information
emphasizes skills and characteristics. Read your cover letter carefully, check for spelling, grammar, and
punctuation errors, then have another person proofread it one more time before you print it or press ‘send’.

January 5, 2012

Alex Wikstrom

Sun Dog Manufacturing
123 Swiggum St.
Westby, WI 54667

Dear Mr. Wikstrom:

| am interested in the Shipping Manager position advertised in the Westby Times this week. | believe |
would be a great fit for this position and welcome the opportunity to talk with you to find out more about
the job and your company.

Your Requirements:
» Computer literate; able to learn software programs
» Compare multiple shipping criteria
e Self-motivated
* Friendly; work well with others

My Qualifications:
» | am experienced in shipping with USPS, Fed Ex and UPS and their software programs.
» lunderstand that each shipper offers different services. | can learn what | need to know for the
safe delivery of products to the customer and the most cost-efficient route for the company.
* | enjoy my work and take pride in a job well done. | find this very motivating.
* |l encourage you to follow up on my references as | am sure you will see that | am a ‘team player’
and understand how to recognize company culture and enhance the work environment.

| enjoy playing an important role in enhancing a customers’ experience. | also enjoy balancing the
technical skills, physical skills and social skills that are required to do a great job in this position. | take
pride and ownership in my work and consider the perspective of the customer when packing an order.

My resume is attached for your review. I'm interested in talking with you and learning more about the
position and Sun Dog. | read the mission statement and feel | really can get behind it.

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

Sincerely,
Signature Here
Sue Kastensen

For more examples, check out Best Resume’s & Letters for Ex-Offenders by Wendy Enelow and
Ronald Krannich, or simply search for ‘cover letter examples’ in your favorite search engine.

www.fairshake.net "Cover Letter" from the Fair Shake Reentry Packet



	3 important items for you to remember:
	1. If you ever get lost on the website (or any website),
	click on the logo to return to the home page.
	2. Words in blue are links to pages on our website, other websites or
	documents that you can also print.
	3. Icons you will see:        Available offline and online
	Fair Shake Reentry Tool Kit

