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NOTE: “Blanket bans” like “we will not hire anyone with 
a felony record” are most likely illegal!
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Please note that there are strict deadlines for taking legal 
action. Typically, you have 3 years from the date of the 
violation to file a Fair Chance Act claim with the CA Civil 
Rights Department. 

Online: https://www.ccrs.calcivilrights.ca.gov  

In-person: You can find CRD office’s locations here: 
https://www.calcivilrights.ca.gov/complaintprocess  
There are offices in Bakersfield, Elk Grove, Oakland, Fresno, 
Los Angeles, and Riverside.

Mail: Download an intake form at 
https://calcivilrights.ca.gov/complaintprocess and
mail to 2218 Kausen Drive, Suite 100, Elk Grove, CA 95758

Phone: 800-884-1684 (voice), 800-700-2320 TTY, or 
California Relay Service at 711
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PAROLE / 
PROBATION 

OFFICER

If your parole or probation officer can 
say the following truthfully, ask them to 
write a letter commenting on:

• Negative drug tests
• Positive outlook
• Compliance with all requirements of 

parole/probation
• Exceptional motivation
• Any other positive qualities or 

accomplishments 

EMPLOYMENT

If you have had positive work 
experiences in the past, try to get as 
many letters as you can from supervisors, 
managers or even coworkers who can 
comment on:

• What the job was and how long you 
worked there

• What your job responsibilities were
• How well you performed your job
• Whether you were promoted while 

on the job
• Your excellent attendance record and 

punctuality 
• That you are motivated, responsible, 

and get along well with others
• Any other positive qualities or 

accomplishments
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JOB TRAINING

If you participated or are 
participating in a job training 
program to grow your skills related 
to the job you are applying for, 
ask a program supervisor or 
administrator to write a letter 
commenting on:
• Your participation, enrollment, 

and/or successful completion of 
the program

• Your excellent attendance record 
and punctuality 

• Your motivation to learn and get 
ahead in life

• The useful skills you learned that 
can be applied to the job

• Any other positive qualities or 
accomplishments

EDUCATION / 
SCHOOL

If you are enrolled in or have 
successfully completed an education 
program, ask a teacher or school 
administrator to write a letter 
commenting on:
• Your enrollment or completion in 
the program
• Your excellent attendance and 
punctuality
• Your great grades
• Your motivation to learn and get 
ahead in life
• Any other positive qualities or 
accomplishments
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HEALTH CARE 
PROVIDER / 

COUNSELING / 
SOCIAL SERVICE 

PROGRAM 

If you have spent any time receiving 
treatment or in a counseling or other 
social service program (like a drug 
treatment or anger management 
program), and your instructor, program 
coordinator, or health care provider can 
accurately say the following, ask them to 
write a letter commenting on:

• Your past drug addiction
• That you are currently not using 

illegal drugs
• The length of time for which you have 

not used illegal drugs
• Your attendance in the program
• Negative drug tests
• Demonstrated motivation and desire 

to change
• Full participation the program
• Your understanding of the causes of 

your past behavior and commitment 
to changing

• Any other positive qualities or 
accomplishments

CLERGY / 
RELIGIOUS 
LEADERS

If you play a leadership role in your 
community or have a relationship with a 
religious leader, ask your priest, minister, 
imam, rabbi or other spiritual leader to 
write a letter on your behalf describing 
your leadership, character, or any 
positive qualities and accomplishments. 
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VOLUNTEER 
WORK 

If you have volunteered for a school, 
nonprofit or other group, ask them for 
a letter saying that you:
• Are responsible and reliable
• Have contributed to the work of 

the program
• Are dedicated to your volunteer 

work 
• Any other positive qualities or 

accomplishments

ANYONE ELSE! 

If there is someone else you think 
might be able to convince your 
employer that they should give you 
the job and not take back your 
job offer, ask them to write a letter 
attesting to:
• Your positive character
• Your rehabilitation efforts to 

change after your convictions 
• Any other positive qualities or 

accomplishments

HEALTH CARE 
PROVIDER / 

COUNSELING / 
SOCIAL SERVICE 

PROGRAM 

If you have spent any time receiving 
treatment or in a counseling or other 
social service program (like a drug 
treatment or anger management 
program), and your instructor, program 
coordinator, or health care provider can 
accurately say the following, ask them to 
write a letter commenting on:

• Your past drug addiction
• That you are currently not using 

illegal drugs
• The length of time for which you have 

not used illegal drugs
• Your attendance in the program
• Negative drug tests
• Demonstrated motivation and desire 

to change
• Full participation the program
• Your understanding of the causes of 

your past behavior and commitment 
to changing

• Any other positive qualities or 
accomplishments

CLERGY / 
RELIGIOUS 
LEADERS

If you play a leadership role in your 
community or have a relationship with a 
religious leader, ask your priest, minister, 
imam, rabbi or other spiritual leader to 
write a letter on your behalf describing 
your leadership, character, or any 
positive qualities and accomplishments. 
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DISCUSS CONVICTION

• what, when (stick to the basic facts)
• take responsibility/show remorse
• mitigating factors

“this situation taught me...”

DISCUSS ACCOMPLISHMENTS 

• social and community ties 
• programs completed inside 
• programs completed while out
• employment
• education

CLOSE WITH RELATABLE SKILLS 
AND RESTATE QUALITIES, SHARED 
VALUES AND RELEVANT SKILLS
 
• commitment to work, family, etc.
• personal strengths

“I am a good candidate because…”
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NOTE: form continued on next page, page 58.
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NOTE: form continued on next page, page 59.



59

NOTE: form continued on next page, page 60.
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