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Background
The Initiative
Build a Working Future is an initiative developed through the University of Southern Queensland and
in partnership with Queensland Corrective Services; it is funded by the National Careers Institute
(NCI) Partnership Grants Round 3 – Career Opportunities and Pathways for Women. The suite of
activities and guidance were developed by qualified and experienced career development practitioners
and have been designed to support career development practitioners in providing career development
support to women who are or have recently been incarcerated and to provide this support using email
(e-career counselling).

The Design

Research indicates that individuals who engage in education while in prison are less likely to reoffend
and more likely to possess increased levels of resilience (Pike, 2013). Furthermore, career related
research indicates that individuals who participate in career planning and make well informed career
decisions are more likely to choose career pathways they are motivated to pursue and will remain
engaged in (Earl & Bright, 2007). For the purposes of this resource the Australian Blueprint for
Career Development (ABCD) definition of ‘career’ has been adopted, which states that “Careers
involve balancing paid and unpaid work, learning, and personal life roles across the lifespan”
(National Careers Institute, 2022, p. 6). This definition implies that decisions and choices are
constantly being made and that these decisions are best made when the range of interactions
between personal, social, economic, and environmental factors that are influencing the choice and
potential outcome are considered. 

Currently, there is limited or inconsistent access to quality career guidance in Correctional Centres
throughout Australia (Hopkins & Ryan, 2016). In many Centres prisoners will have access to
education officers but the qualifications and experience of these officers will vary, and many will have
limited time available to provide the individualised support required by individuals in these settings.
Additionally, access to career information, that would help inform career decision making, varies
greatly between Centres and access has been further limited by up-to-date career information only
being available online and not in hard copy formats (Hopkins & Ryan, 2016).  Build a Working Future
provides a systematic approach to the provision of career guidance to prisoners using a delivery
mode, email, that has minimal impact on Correctional Centre staff, is self-directed and is scalable
across Centres and Jurisdictions.

The formulation of this resource has been guided by the holistic approach to career development
provided by the System Theory Framework (Patton & McMahon, 2014), the theoretical assumptions
of Social Cognitive Career Theory (Lent & Brown, 1996) and D.O.T.S., a career planning model (Law
& Watts, 2003). 

The Research

Build a Working Future is formulated around a 4-step
career planning process. In the first 2 steps
participants have the opportunity to become more self-
aware and to learn more about the world of work. In
the next 2 steps participants use this knowledge to
make decsions and to identify career plans and
actions to achieve their goals.
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GETTING STARTED

Tips for delivering e-career counselling

1
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Introduction

Security and confidentiality

The Handbook is a navigational tool for practitioners who are using Build a Working Future to provide
e-career counselling support to women who are incarcerated or who have been recently released.
The Handbook provides tips on how to initiate the delivery of the career counselling service with a
Correctional Centre or across a jurisdiction; how to deliver e-career counselling; and provides
guidance on feedback for each session and all activities.

The Handbook has been structured to align with the 5 sessions that comprise Build a Working Future
and, in each session, there are tips and resources which practitioners can use to support their
counselling practice. It is recommended the Handbook be used to formulate the responses provided
to participants.

The delivery of career counselling via email (e-career counselling) is an emerging area of practice.  It
has benefits for both the client (flexibility, anonymity, time for reflection and a record of exchange) and
the practitioner (provision of career counselling when in-person counselling is not possible) (Browne,
2006). More specifically, in relation to delivering career services within the criminal justice system, e-
career counselling accommodates new technologies for the benefit of individuals who have limited
access to career guidance services and resources.

E-career counselling offers opportunities for the incarcerated population but there are specific practice
and ethical considerations a practitioner needs to consider when delivering a service in this setting. 

Practitioners will also need to consider the security of their computer and networks and ensure they
have security processes in place that will protect the confidentiality of their counselling records. If
possible, practitioners should communicate through an encrypted and/or password protected system.

Professional Codes of Ethics
Women who are incarcerated or recently released from prison are a particularly vulnerable population,
consequently career guidance services provided to them need to be delivered with sensitivity and be
informed by ethical practice. Further guidance regarding the Code of Ethics for Australian Career
Development Practitioners is provided by the Professional Standards for Australian Career
Development Practitioners – cica.org.au. 
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The setting in which Build a Working Future will be delivered means that particular attention will need
to be paid to the security and confidentiality of the information shared by the participants. In general
the printed hard copies of the emails and supporting documents provided to the participants become
their personal property and the Correctional Centres maintain no records of the emails or documents.
However, this should be confirmed with the Centre the practitioner is working with prior to the
commencement of service delivery. A copy of the Participant Information Sheet used during the trial
of Build a Working Future can be found at Appendix 1 and can be used as a template to inform
participants about how their information will be used and secured. The Participant Information Sheet
could also include the confidentiality agreement, which is signed by the participant and returned to the
practitioner.



4 Practice Approach

A relevant degree qualification and eligibility for and/or registration as a Career Professional with
the Career Industry Council of Australia.
Experience in providing career counselling and career education services to people from diverse
backgrounds and a practice founded in social justice principles.
Well developed written communication skills, which includes the ability to adapt language and
content to the individual client and their circumstances.
Broad understanding of career knowledge, which includes multiple pathways and industries, and
knowing how particular skills can be transferred across industries to minimise the impact of
criminal records.

Owing to the complex challenges often confronted by the incarcerated population, particularly for
women, it is recommended that Build a Working Future is delivered by qualified and experienced
career development practitioners. It would be beneficial for the practitioner to have: 

Qualifications and Experience3

The a-synchronous nature of e-career counselling means the client and practitioner will not benefit
from the communication cues that generally support the development of rapport and both will be
dependent on the written word to communicate empathy, understanding and information. This is
further complicated by the lower literacy levels associated with people in prison, with 63% of prison
entrants having an education level of Year 10 or below (AIHW, 2021).

Tips for building rapport and understanding through e-career counselling

Practitioners approach their written feedback in each session as they would their responses
in an in-person session, this will include "active listening" and the use of paraphrasing
Responses crafted with a growth mindset frame of reference
Questions are used to seek more clarity
A space is provided below each question to encourage responses.
A conversational style of writing is deployed
Examples are used to illustrate key points
Subheadings are used to structure responses, for example using an activity title as a heading
Dot points used to minimise text
Email feedback is limited to 2 A4 pages.

Tips for literacy alignment

To check the readability of the practitioner’s feedback: 

To summarise content:  www.textcompactor.com/ 
To find simpler words to describe concepts: www.plainenglish.co.uk/files/alternative.pdf 

Many of the participants may have a low literacy level and as such the practitioner’s feedback will
need to meet their level if the participant is to benefit from the practitioner's responses. The following
website may assist the practitioner to check the readability of their responses.

      www.readabilityformulas.com/freetests/six-readability-formulas.php 

4



Tips for managing participants who are not engaging

There will be many reasons for why participants are not engaging in e-career counselling, and
many of these may be systems related and out of the control of the participant (eg. Centre
lockdowns; legal proceedings; and transfers). If a practitioner has not received a response within an
ageed timeframe then they should contact their Centre Contact person. However, in some
circumstances the participant may just not be engaging with the Session material, in this instance
the following questions, when asked simply and with care, may be used to encourage engagement. 

Thanks for your answers. I noticed you missed ______________ question. How can I help you
with this one? It is a really useful one for me to understand how you ____________________.

Reflecting on tough memories can be emotional, and sometimes is not fun at all. However, it can
be useful to look back and consider different choices or consider the outcomes of your choices. 
 I am here to help you move forward and identify options for your future and ways to get there. 

What was it about question__________ that made you not answer? Is there anything I can
explain or describe? This question can help me help you by ____________.

Some of these activities can be tough. How can I help you with ___________ activity so it works
for you? Answers to this will help you ______________.

I can see you want to move forward, and you are doing this program to help that happen. This
activity can help you _________________. It is one more step forward for you. 

Setting up the e-career counselling service

target cohort - which women will be eligible to use the service? It is recommended that women on
remand and within 3-4 months of completing their sentence not be included, owing to the other
tasks they need to complete at these stages. 

information exchange - who in the Centre will be responsible for receiving and sending the emails
and how will the women receive the content?

managing confidentiality - who will have access to the counselling content and how will it be
secured?

available prison education - what programs do the women have access to in the Centre?

managing transfers and discharges - how will the practitioner be notified if a participant is
transferred or released and what resource information can be shared to support this transition?

marketing the service - how will prospective e-career counselling participants learn about the
service? It is recommended that the activity be included in Prison Education inductions and
promoted as a potential activity for women to complete (eg. Centre Expos and Flyers).

Before the service can be offered in a Correctional Centre the activity will need to be approved by the
Centre's General Manager or an equivalent approving authority in the practitioner's location. At this
point it will also be determined who will act as the Contact Officer for the practitioner.

How the service is best administered will vary between Centres and Jurisdictions and a practitioner
will need to meet with Centre staff (probably Education Officers and/or staff responsible for Offender
Development) prior to commencing the service to confirm service delivery.  It is recommended that
the following key topics be determined:
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Marketing the  e-career counselling service
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a short description of e-career counselling and its benefits
the e-career counselling process
limited text
engaging images and use of colour
who the prisoner should contact if they are interested to learn more

How the prospective participants will learn about the e-career counselling service should be agreed
upon during the practitioner's initial meeting with Centre staff. The Centre staff may be able to promote
the program to the prison population via Prison Education Inductions, word of mouth and posting
promotional flyers. Flyers are best designed specifically for each Centre, so the individual processes
can be outlined. However a flyer should include:

In some Centres the staff may agree to run information sessions for interested prisoners, where they
share information and answer questions about the activity. During these sessions the Participant
Information Sheet can be explained and the benefits of e-career counselling can be highighted.

E-career counselling service delivery model (time restricted)
Build a Working Future is not recommended to
be used in situations where women will be
released within 6 months, as there will be
limited time available to complete the five
sessions and for the participant to create an
effective career plan for their future post
release.

It is recommended, in this circumstance, the
individual and practitioner communicate via a
stand alone email. The individual should be
encouraged to email their career questions
and the practitioner's response can include
information about transitional resources.

The service delivery model for Build a
Working Future is dependent upon a
three way communication process,
primarily between the practitioner and the
participant but dependent upon the
Centre staff acting as a conduit for the
communication exchange. Centre staff
will be required to scan participant's
responses and email to the practitioner
and then in return print the practitioner's
feedback and any supporting documents.

E-career counselling service delivery model (5 sessions)



A pre-counselling survey template is included in Appendix 2.

The purpose of the pre-counselling survey is to provide the Practitioner with demographic information
and initial insights into the participant's career readiness. The career readiness questions have been
collated with inspiration from the Career Futures Inventory (CFI; McIlveen, Burton & Beccaria, 2013).  

Pre-counselling survey

The purpose of a Participant Information Sheet (PIS) is to explain the career counselling objective,
how the career counselling process will operate, what the participant will be asked to do, what the
participant can expect from the career counsellor, how their information will be managed and most
importantly that participation is voluntary. The PIS should be written in plain English and language that
is appropriate to the audience should be used.

The PIS should also include a confidentiality agreement, where the participant acknowledges they
have read the PIS and they understand how and when their privacy will be protected. The PIS and
Consent Form used as part of the Build a Working Future trial are included in Appendix 1 and can be
used as a template.

Participant Information Sheet and Consent

Prior to commencing e-career counselling it is recommended the participant provide their consent for
their information to be managed in the way outlined in a Participant Information Sheet and they
complete a Pre-counselling survey.  Both these documents need to be returned to the practitioner
before e-career counselling can commence. 

Pre e-career counselling service information
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Post  e-career counselling service information
A post-counselling survey template is included in Appendix 2.

The purpose of the post-counselling survey is to provide the Practitioner with an opportunity to
evaluate the effectiveness of the e-career counselling service and to assure quality of service delivery.
The participants feedback will allow for ongoing improvements to the service and the process by
which the e-career counselling is being delivered. It is also recommended that the practitioner
schedule regular progress meetings with Centre Staff, during which time all processes should be
reviewed and updated accordingly.



Introduction Email

The introduction email will be the first communication the participant will read from their e-career
counsellor, so it will serve as their first impression. The aims for this email are similar to the aims for
meeting a client for the first time in person. It is an opportunity to commence building a rapport and trust
with the participant and to set the scene for the Build a Working Future counselling process, which
includes confirming the process, introducing career counselling and its aims and confirming
confidentiality boundaries. 

A template for how an introduction email can be worded is provided below. 

Question about English as a second language – from pre-survey Question 4.  
Questions about any qualifications that participant may have - from pre-survey Question 5. This may include questions
about any study or courses they are currently undertaking.  
Questions about relationships such as age of children – from pre-survey Question 6. 

Hi "participant's first name or pen name",

Welcome! Thank you for signing up. My name is xxxx. I will be your career counsellor for the Build a Working Future
program and am really looking forward to working with you. This process is all about YOU and what YOU can do. I am
here to help you make this achievable and to support your understanding about the world of work and ways to find your
success.  
  
Five Activity Booklets 
Throughout the program, you will be asked to complete activities in five booklets.  
 
Session 1 – All About Me 
Session 2 – All About Me 
Session 3 – All About the World of Work 
Session 4 – Making Decisions 
Session 5 – Build a Working Future 

Once you have completed each booklet, it will be returned to me so I can provide
feedback, answers, and next steps. You will then move on to the next booklet…
and so on.   
 
Sharing with your E-Career Counsellor  
At the start of each booklet is a section where you can write to me directly and answer any questions I ask. Think of this as
a written conversation between you and I and please, feel free to call me xxxx.  In order for me to best help you, I am
hoping you will answer my questions – but only if you are comfortable to do so. You do not need to share anything about
yourself if you do not want to.   
 
To get us started, and only if you are comfortable to do so, please answer the following questions at the start of Booklet 1.   
 
Compose questions that you, as the career counsellor might have from the pre-survey if relevant, for example 

1.
2.

3.
 
It is your decision what you include but be assured that I will treat your answers with respect. The better I get to know you,
the better I can support you. I will be looking to understand your strengths, values, interests, ideas, culture, and history. As
I get to know you, I can begin to help you identify jobs and work that may be of interest to you. I can help you work out
what you might be able to do now, like education, to help connect you to opportunities. I can also help you identify
challenges you may have and options to finding solutions.  
 
I’ll share a little about myself here to start us off. For the past 18 years, I have worked as a career educator and career
counsellor. My favourite part of my work is listening to the stories of people’s lives and helping them move forward with
optimism and confidence. I am also an author, a wife, and a mum of three grown-up kids. We share our home with three
horses, a smelly old dog, and a lazy cat.  
  
I look forward to working with you. Good luck with the first activities.   
  
Practitioner's first name
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Session One

All about me

Session Objective

Activity - Family and cultural roles (pages 1-2)
Activity Objective

Practitioner's Feedback

In session one and two participants are provided the opportunity to become more self-aware in relation to
their career choices. In session one the objective is to enable participants to explore what is influencing
their career decisions, which includes the influential people in their lives and their interests. It also
acknowledges early in the career counselling the key question asked by most individuals who have a
criminal record – will I get a job with a criminal record?

This activity will help participants think about their families and the many different roles they might be
expected to play or want to have. This activity will also help the participant consider what might need to
change about their career decisions when they consider the people in their family and culture. 

For some individuals the messages or lessons they learn from their families will be very influential. This
influence is intensified by cultural rules and norms. When considering career options, it is recommended
that the participant be guided in how these influences, such as family and community expectations, can
impact their career choices. 
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Activity - What do you like to do (pages 3-6)

Activity Objective
Participants identify their interests and have the opportunity to self-reflect.

This activity is based on Holland’s RIASEC interests and is designed to support the participants to better
understand how their interests can be used to help them identify careers and roles that could suit them in life.
Practitioners can use the responses to help the participant build a clear perception of themselves. When
working with First Nations people, Pacifika people, and people from Collectivist cultures be aware that many
will identify “Helper” as a key interest (Ott-Holland et al, 2013). This may be a cultural element of these
peoples, rather than only an interest, so it may be important to help them understand this distinction.

It is important to highlight that people will often have a range of interests and in this activity, they should
consider their top 3 areas of interest and to consider jobs in each interest area.

10
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Activity - Life Influences (pages 7-8)

Activity Objective
This activity supports participants to reflect on the positive and negative influences they have in their lives
and how they have chosen to manage these influences.

This activity is based on the Systems Theory Framework of Career Development (Patton & McMahon,
2006) and identifies influences surrounding an individual in their social environment. Participants can be
supported through feedback that validates their replies, supports their reflections, or are asked questions
that will help them better understand the many different influences in their lives. 

11
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Activity - Writing your Career Story (pages 9-16)

Activity Objective
To support individuals to reflect on themselves, their past, their society and what they have learned from it. 

This activity is loosely based around the My Career Chapter dialogical autobiographical tool developed by Dr
Peter McIlveen (2008) . Participants can reflect on their influences and give themselves advice and feedback.
This is a challenging activity and participants who complete it should be acknowledged. Practitioners are
encouraged to provide feedback that validates the participant's story, supports the participant's reflections, or
asks questions that will help the participant better understand their learnings from this activity in the context of
their future career choices.

12
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Activity - Reality Checker - Your Criminal Record (pages 17-18)

Activity Objective
To provide participants with clear information regarding how a criminal history can affect an individual’s career
opportunities.

There are always stories, ideas, and myths around how a criminal record affects a prisoner and their future
career opportunities.  In this activity participants can share their concerns and the practitioner can gather
information, which they can share and help inform the participant about their options moving forward. This
information may include advice from State Governments and Accreditation Agencies. 

Practitioners are advised not to provide any commentary on how an individual's criminal record will impact
their opportuities in relation to specific industries or occupations. Practitioners can provide information which is
readily available on websites and in conversation with individuals within the industry, the participant is
encouraged to form their own judgement. Some Accreditation Agencies and Regulatory Boards will conduct a
pre-assessment and participants can be provided these details and encouraged to incorporate this action into
their career planning to help inform their career decision-making.

Practitioner's Feedback
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Activity - Your Notes and Questions

Activity Objective
To provide participants with an opportunity to write down their thoughts and questions in relation to the
activities and their engagement with the career counselling.

The Notes page is provided at the beginning and end of each booklet and it is recommended the practitioner
encourage participants to use this space to answer the practitioner's questions, ask their own questions,
provide more information about themselves or even to draw their ideas/dreams. 

Practitioner's Feedback
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Session two

All about me

Session 2 Objective

Feedback Email - Session 1

Response  Objective

Instructions for drafting the email response

To enable participants to deepen their understanding about themselves, their influences, likes and dislikes and
how these can impact their career decision making.

continue building rapport with the participant, this can be achieved through acknowledging the
information shared, being encouraging and asking questions.
setting the scene for the Session 2 activities and their relevancy.

The objectives for the practitioner's second email are to 
1.

2.

Suggestions for a feedback email are provided below and an example of an email shared with participants
during the trial of the career counselling process is provided in Appendix 3.

Open with an acknowledgment of the effort taken to complete the booklet

Sharing with your e-career counsellor - confirm your understanding of the general themes and

answer any questions that have been asked.

Use each activity as a subheading and provide a reflection of the response and connect emerging

themes.

Introduce the next booklet and highlight its relevance to the career counselling process.

Encourage the participant to ask questions and to comment on your responses.

Hi _________,

15

Thanks so much for completing Booklet One. There is a lot of information in there and I am looking forward to
working with you to better understand your options, and what you want to do in the future. It looks like you hold a
range of roles in life and we can work together on how to build these into a positive future plan. You have shared about
your positive and negative influences and now I know you a little better and can more easily support you to find
options that work for you. 

Booklet Two should help you better understand more about yourself, what you enjoy and what is important to you. I
look forward to hearing from you soon. 

When I read your “What do you like to do?” I was interested to note that your top three preferences were: ___________,
______________, and ____________. People with these preferences are sometimes interested in industries like ____________ and
___________, but more about that later in the program!
You asked about ___________ and _________ job, so I have explained a little about how a criminal record could affect your
opportunities to access these roles. 



Activity - Story of Self (pages 1-2)

Activity Objective
For the participant to reflect on, and clearly identify what they enjoy doing, and how this connects to their
transferable skills, and their talents. 

This activity is aligned with self-awareness and self-reflection. Many people find it tough to say what they are
good at, but discussing what they enjoy can help them unpack skills they demonstrate whilst doing activities
that they are good at. The practitioner's response can highlight the skills the participant has used in the activity
they deconstructed and highlight how these skills are used in a work place.

16
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Activity - What is important to you (pages 3-4)

Activity Objective
For participants to begin to identify their “why” and what they value in life. By identifying what they value in life
they will be more able to identify goals that align with those values. 

In this activity participants are asked to circle up to 5 words that represent things they care about. The
participant is then invited to tell the career counsellor why these are important. In a response to this activity it
is recommended the participant be guided on how these values can help guide their career choices. 

To further build rapport the practitioner may consider sharing one of their values and provide an example of
how it guides their work or how it has impacted their career choices. 

Practitioner's Feedback
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Activity - Your roles in family and community (pages 5-6)

Activity Objective
For participants to identify the different roles they may play across their life and the different people that they
influence. For participants to reflect on why they value (or do not value) particular roles and to identify the
skills they use to fulfil that role.  

Skills and experience are developed everywhere in life and through all of our many different roles. Supporting
participants to see the transferable nature of these skills and experience is key to supporting them to widen
their options and perspective. 

Practitioner's Feedback
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Session Three

Session 3 Objective

Feedback Email - Session 2

Response  Objective

Instructions for drafting the email response

To enable participants to have an awareness of the world of work, and the skills, experience and attributes
required to access success. To enable participants to begin to identify careers they may be suited to.

For the practitioner to provide a summary of the participant's completed booklets for “All about me”, and to
mention industries/jobs that may align with the information shared by the participant and which may be of
interest.

I can see you are wanting a steady job with reliable hours and income
I can see you enjoy a variety in your work. 
It looks like your preference is to work with people/customers, but you are flexible and willing to start
‘out the back’ if you are given a good opportunity. 
You mentioned that you are open to the idea of further study or a trade to build your skills, is this
correct?
Can you tell me more about your interest in xyz? 
Is there a particular role you see yourself doing?  
How do you think your personal relationships will influence your career decision making? 

Guidance for a feedback email is provided below and examples of emails shared with participants during
the trial of the career counselling process are provided in Appendix 3. The goal is to continue to build
rapport, demonstrate listening and interest, and to add value to the participant's experience through the
feedback and the type of information shared.

Session 1 and 2 have been all about the promotion of self-awareness and in this email response the
practitioner can summarise what has been learned about the participant, drawing the threads togather for
the participant. It is suggested that the pracititioner ask open questions that will help the participant gain a
deeper understanding of themselves and how this understanding can potentially link to their career
choices.  The practitioner can encourage the participant to use the Notes sections provided in the booklets
to answer these questions.

Here are some examples of questions and observations which could be included:

all about the
world of work

19



Activity - Question Time (page 1)

Activity Objective
To support the participant to think about the types of questions they might ask if they had the opportunity to
speak with someone working in their preferred industry. 

connecting with people in the industries/job roles the participant is interested in and asking them the
participant's questions
Viewing online video content where people in specific professions talk about their job
Using the videos provided on MyFuture  - myfuture.edu.au
Using the Occupations and Labour Market information on the National Careers Institute website  -
yourcareer.gov.au

It is the Practitioner's role to answer the questions posed by the participant and to do so by providing
information sourced from a variety of sources. These sources might include, but are not limited to, the following:

Where possible, practitioner's should download information or cut and paste content from websites (reference
site and date retrieved) and include this content in their response as a PDF document.

Practitioner's Feedback
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Activity - Find the jobs (pages 2-3)

Activity Objective
To build an awareness of the plethora of jobs that exist in the world and widen participants awareness of the
different jobs they have encountered in their lives.

The number of jobs the participant has successfully identified will help inform the Practitioner about the
participant's general awareness of jobs and the world of work. It will also be worthwile to note where, if they
have, the participant has drawn themselves into the picture. The practitioner can provide a reflection on the
participant's general awareness of work and where the participant has elected to draw themselves in
relation to the information the practitioner already knows about the participant. This activity is an opportunity
to start "connecting the dots" for the participant.

Practitioner's Feedback
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Activity - What jobs are there? (pages 4-5)

Activity Objective
To help the participant to reflect upon their attitudes, skills and work values in relation to specific roles.  

The practitioner can use the responses in this activity to start building a picture of roles that could align
with the participant's attitudes and values and link this to information shared in earlier sessions.  It may be
helpful to pose questions about the link between this job and jobs with similar roles.

Practitioner's Feedback
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Activity - Inside or outside jobs? (pages 6-7)

Activity Objective
To help participants to understand that the work environment is an important element of a job and to provide
an opportunity for participants to consider their preferred roles in this context and to develop decision making
criterion. 

The feedback provided on this activity should include the environmental aspects of the jobs the participant has
already expressed an interest in and expand on this criteria by providing additional jobs in a related field. 

Practitioner's Feedback
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Activity - Know your skills & what employers want (p8-9)

Activity Objective
For participants to recognise what employers are seeking in employees and to be able to identify their existing
skills and any skills gaps. This activity will also help the participant to consider the employer's point of view. 

This activity continues to build a participant's understanding of employers and their expectations. The feedback
on this activity should include a summary of the participant's skills and any skills gaps that should be developed
in relation to the identified preferred job roles. 

Practitioner's Feedback
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Activity - Which industries have more jobs? (pages 10-11)

Activity Objective
For participants to recognise that some industries have more jobs than others and to understand their future
job prospects in their preferred industry. This activity will also help the participant to consider a big picture
view of the society or community and its needs. 

Reflect on the participant's responses and provide further insights around the suitability or the challenges
they may face. This feedback may include content from the Labour Market information on the National
Careers Institute (<www.yourcareer.gov.au>), including the current Australian Jobs Report (2022).

Practitioner's Feedback
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Activity - How you get paid (pages 12-13)

Activity Objective
This activity supports the participant to think practically about what type of work would work best for them, in
the context of their preferred employment conditions. This provides another decision criteria for them to
consider when making a career decision.  

Consider the participant's preferred industries and jobs of choice and how these preferences align with the
different employment types. Provide labour market information to the participant, which may include
information about work hours, average salary, industry demographics and education levels.

Practitioner's Feedback

26



Session Four

Making decisions

Session Objective

Feedback email - Session 3 

For participants to use the information they have gathered about themselves, and about the world of work to
inform their decisions about careers, jobs or study they would like to pursue and to be able to articulate WHY
they are making that decision.

Response Objective

Instructions for drafting the email response
Guidance for a feedback email is provided below. As an alternative to a full text format a summary table could
be provided to highlight the key understandings.

To provide to the participant a summary of their responses to session 3 and to commence contextualising the
world of work information into the context of who the participant understands themselves to be.

Hi __________. 
It was great to read about the jobs you are aware of, and which ones you really respect and why. This
information can help me better understand the roles and careers that could suit you, and better understand
how to help you make decisions about what would work for your future. 

I have included the information from people that are doing or have done the jobs you are interested in. I
would really like to know what you think of their experiences. What surprised you?
___________________________________________________________________________________
What matched up with what you already knew?
_________________________________________________________________________________
Which roles sound better now that you have heard about people’s experiences in these roles?
___________________________________________________________________________________
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Activity - What are your options? (pages 1-2)

Activity Objective
To enable participants to connect their “All about me” and the world of work knowledge in the context of
their career options moving forward. This activity will help participants to make decisions based on their
new knowledge. 

Participants can be supported through this consolidation process by providing feedback that validates
their identified options and highlights information, steps or actions they may not have considered.  

Practitioner's Feedback
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Activity - What worries you about all this? (pages 3)

Activity Objective
To support participants to share their worries, and to consider negative outcomes, so they can later strategise
to avoid negative outcomes. 

A practitioner's response can assist in further building rapport, normalising worries, and providing strategies
and actions that may minimise the challenges. If a participant has not been able to identify any strategies or
potential supports, then the practitioner can provide suggestions and information about support services
available in the participant's location.

Practitioner's Feedback
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Activity - What can you control? (pages 4)

Activity Objective
Participants recognise that focusing energy on changing the things that they can control, not on things outside
of their control, is a valuable use of their time. 

This activity is loosely based around Stephen Covey’s circles of concern (Covey, 1989). The practitioner's
response can support participants to be clearer about what they can control, and what is outside their control -
particularly in relation to career planning and jobs seeking.  

Practitioner's Feedback
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Activity - When you were stressed (pages 5-6)

Activity Objective
To reflect on the choices that get made under stress, to identify what emotions were felt at the itme, and to
consider and plan for what could be done differently next time. 

Being successful post release will require high levels of resilience. In this activity participants are provided the
opportunity to reflect on how they manage stress. The practitioner's can validate the lessons learned and how
these may be relevant to managing future career actions. 

Practitioner's Feedback
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Activity - It's a miracle: time to dream (pages 7)

Activity Objective
People often only think of the reasons something might not work, or the things they cannot do. This activity
supports “bluesky” thinking and can help participants to share what inspires them.  

This is another opportunity for practitioners to build rapport by supporting the participants dreams. It is also
important for practitioners to provide commentary on how limits are often placed on dreams and that it is
important to identify what might be limiting the obtainment of the dream and what needs to occur to make the
dream a reality. Practitioners can work with participants to help them aspire, or manage their expectations. 

Practitioner's Feedback
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Activity - Understanding your goals (pages 8)

Activity Objective
Participants to use the information that they have gathered thus far to create an achievable goal for the
short term. 

The purpose of this activity is help participants understand how to unpack a goal, which will inform the
formulation of a plan, which will include the steps to achieving the goal. The practitioner will need to
provide positive reinforcement for the information provided and contribute new learning or resources,
which will support the achievment of the goal.

Practitioner's Feedback
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Activity - Learning pathways and qualifications (page 9)

Activity Objective
To build participant awareness of the different educational pathways to particular jobs and careers and for
participants to learn about the opportunities provided through prisoner education.  This activity again
supports the participant learning how to develop a plan of action and next steps. 

In this activity participants would have identified the training they will require to obtain their career goals.
Practitioners can provide positive encouragment for these plans and additional information about the
various pathways identified. This may include examples of courses that are available to the participant
now or courses that will need to be completed post release.

Practitioner's Feedback
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Session Five

build a working
future

Session Objective

Feedback email - Session 4

Participants are provided the opportunity to build a plan towards the jobs/careers of choice and identify
strategies and support networks they can use to help them succeed in their plan.

35

Response Objective

Instructions for drafting the email response

The objective for session 4 is for participants to use the information they have gathered about themselves
and about the world of work to inform their decisions about careers, jobs or study and to commence
formulating their plan. The session also includes activities that help the participant identify potential
hurdles to obtaining their goal/s. In this session's response the goal is to synthasise this information so
participants are confident to draft their final plan.

Summarising and normalising the participant's worries and correcting any misconceptions with empathy.
Reinforcing the participant's perspectives on what they can and cannot control and provide an alternative
perspective if appropriate.
Summarising the participant's dreams and making a connection to other completed activities, such as
links to their identified strengths and values.
Reflecting on the participant's learning pathways and sharing additional information about study options.

When preparing a response to session 4 the practitioner could consider

As an alternative to text, the practitioner may consider summarising the session content in a table, similiar to
the example provided below.



Activity - My career readiness (page 1)

Activity Objective
An opportunity for the participants to evaluate their career readiness. This activity will also support the e-
career counsellor to identify any gaps where the participant may require additional information or
guidance.

The practitioner can provide positive reinforcement for the growth observed in the participant as indicated
by the items ticked. If there are items not ticked then the practitioner may remind the participant of the
learnings from the corresponding activity, refer the participant back to the relevant session and provide
any additional resources to support new learning.

Practitioner's Feedback
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Activity - Career filter (page 2)

Activity Objective
For participants to use decision making criteria to finalise their current career thinking.

In this activity participants filter their preferred jobs through key decision making criteria. A practitioner's
feedback may include validation of the participant's conclusions or may challenge the outcome with
additional information gathered during the counselling sessions. It may also be useful to provide
information about similar jobs that may also be successfully filtered or alternatively identify any obvious
mismatches and discuss more suitable options

Practitioner's Feedback
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Activity - Plan it out: Big picture (page 3)

Activity Objective
For participants to create an overarching plan for how they can reach their aspirations. For participants to
name the services or people that can help them access this future.

Practitioners in their feedback can add value to the answers, validate plans and may provide alternative
actions. It will be worthwhile promoting the prison education programs and any employment oportunities
available to the participant.

Practitioner's Feedback

38



Activity - Plan it out: Little picture (page 4)

Activity Objective
For participants to break down their big goal into achievable sections, which means success can
be experienced more regularly and there is potential for the participant to remain motivated.

The practitioner's feedback can provide positive reinforcement for the plan and additional detail if
appropriate. It may also be beneficial to introduce the participant to the concept of an "accountability
buddy", outlining the benefits and how the process might work best.

Practitioner's Feedback
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Activity - Moving forward when things go wrong (page 5)

Activity Objective
To help participants understand that challenges and hurdles do arise in relation to achieving goals and this is
a normal occurrence but being proactive in the development of strategies and support networks can be
beneficial.

Feedback on this activity should build the participant's self-efficacy so they are more resilient to
challenges. The practitioner can reiterate that hurdles are normal and they can be overcome, if possible
provide evidence of where the participate has demonstrated resilience.

Practitioner's Feedback
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Activity - Disclosing your criminal record (page 6)

Activity Objective
Provide the participant with an opportunity to craft a script they could use when disclosing their
criminal record.

The practitioner's encouragement for this activity is paramount and feedback on how the script
has been structured and the content is necessary. It may be helpful to suggest to the participant
that they imagine an employer listening to their thoughtful disclosure, versus a statement of
conviction.

Practitioner's Feedback
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Activity - The world of work view (page 7)

Activity Objective
To help the participants to create a vision for their release, to visualise a positive scenario and to
plan how they would like to be living.

This is the final goal setting activity and provides an opportunity to set the scene for working towards
the participant's career goals. The practitioner may wish to provide positive reinforcement for the
participant's plan and include any final questions that may assist the participant add more detail to
their plan.

Practitioner's Feedback
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final email

Feedback Email - Session 5

confirming the response is the final response but outlining what ongoing supports are available to
the participant. This might include where they can continue to access career counselling and/or
career education resources. It may also include information about transition support available
within the participant's correctional centre.
providing feedback on the activities completed in session 5, making sure to share any insights or
any further information that may assist the participant achieve their goals.
providing a final summary of what has been achieved through the 5 sessions and an outline of the
actions the participant has indicated they would like to undertake.
being optimistic for the participant's plans and outlining why they would be expected to achieve
their goals, this may include reiterating their strengths, connecting to their values, and the
suitability of the industry / career path they have indicated an interest in.

The practitioner's response to session 5 will serve 2 purposes. The first purpose will be to provide
feedback on the participant's responses to the session 5 activities. The second purpose will be to bring
the e-career counselling to a close. Build your working future has an agreed beginning and ending, so
the final response will not be a surprise for the participant but it is still important that the termination of
contact is managed sensitively and effectively. This can be achieved by:

1.

2.

3.

4.

An exemplar of the final email has been provided in Appendix 3. This exemplar is provided as a
example of how a final email may be crafted but as each participant and practitioner are unique each
final email will represent this counselling relationship and will differ to this example.
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Useful resources
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Australian Human Rights Commission: Quick Guide to criminal records
Office of the Australian Information Commissioner: Privacy rights on criminal records
QLD Government - Criminal records and history checks
QLD Law Handbook – Disclosure of criminal convictions

Understanding a Criminal Record

Managing Transition
Busy Ability -  pre-employment workshops in Queensland correctional centres
Workrestart - transition service in Queensland
Transforming Lives - Queensland Programs
VACRO - transition service in Victoria
After prison support - Victoria
Personalised support - mentors - Victoria
Surviving on the Outside: Getting out of Prison - New South Wales
Prisoners Aid NSW
After-Prison Support - Samaritans
Red Cross - Services for people in the justice system
Sisters Inside Inc - Supporting women
Release: Help and Support - Western Australia
Reintegration - Western Australia
Prisoner release support services - South Australia

Podcast - I am not my crime
Podcast - Birdseye view
Podcast - Life's Lottery: Parents in prison
Stories - Prison Fellowship Australia 

The following resources will provide additional information for the practitioner and assist them
in drafting useful feedback. This is not an exhautive list of services and information available
within Australia and it is recommended practitioners research the services available in their
jurisdiction before commencing the delivery of e-career counselling.

General Insights

Education
UniSQ Supporting incarcerated students
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Appendix 1
You've Got Mail Project

Participant Information Sheet - Page 1

46



You've Got Mail Project
Participant Information Sheet - Page 2
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You've Got Mail Project
Consent Form
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Appendix 2

pre-counselling survey
Page 1
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pre-counselling survey
Page 2
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post-counselling survey
Page 1
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post-counselling survey
Page 2
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Appendix 3

 Exemplars of Feedback emails - Sessions 1 and 5

Feedback on Session 1

Do you have a folio of artwork that you have already completed? Do you know any aboriginal artists you could speak
to and perhaps work on your art? 
Are you currently doing any study or are you interested in studying while in prison?
If you got a good job away from your home area (for example, in the mines), would this be realistic for you? 
You mentioned the mines. What kind of jobs would you enjoy in the mines? 
You mentioned the importance of culture. Can you tell me a little more about this? What is your culture? 
Would you consider work in nature/outdoors? What about work on a farm?

 Doers like work that is practical and hands-on. Often people with doer interests do not like careers that involve
paperwork. What about you? Do you prefer to work with your hands and being active? Doers like working with plants
and animals; real-world materials like wood, tools, and machinery; and outside work. How do you feel about each of
these? Also, someone who enjoys nature and being outdoors might be a doer. 
Creators are those who think outside the box. These artistic types tend to have the natural ability to see things from
different perspectives and to come up with new, creative, and innovative, ideas. Art is a creative activity and so I
certainly think you fit into this category. Are there any other creative activities you enjoy doing? 
Helpers usually prefer to work with others rather than on their own. You most likely enjoy working in roles where
relationships are important. Given your commitment to culture, I am not surprised to see that you have identified the
helper group. 

Hi Participants Pen Name  

Well done for completing Booklet One. I hope you enjoyed the different activities in this session and it has provided you
with some food for thought. 

Sharing with your E-Career Counsellor 
Thanks so much for sharing a little about yourself with me. What you have shared in this section is excellent and it gives
me a good understanding of what it is you are wanting.  I’ll share comments and responses to your questions below.

After reading through all your responses in Booklet 1, I have some questions I hope you can answer for me at the start of
Booklet 2 but only if you are comfortable doing so. I understand it can be difficult giving answers when there are
unknowns in your life and that your answers may change over time.

Please continue using the Notes section to have a written chat with me, share what you think will be helpful, ask
questions…and please, feel free to call me by my name. 

Let’s now have a look at the activities you have completed in Booklet 1. 

What do you like to do? 
Figuring out what we are good at usually starts with looking at the kinds of activities we enjoy doing. 

When I read your “What do you like to do?” I was interested to note that your top three preferences were: Doer, Creator,
and Helper. Do you think this sounds like you?

You are a unique person and most likely won’t fit into any specific group. The idea of this activity is not to put you into a
box but rather to get you to think aout what you enjoy doing and how you like to work. You do not need to answer the
questions above for me. They are for you to think about. 
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Feedback on Session 1 - page 2
Family and Cultural Roles 
This activity helps you to think about your family and culture, and the roles you are expected or need to take. I can see
that you have some strong family and/or cultural influences that will affect future decisions.  It is important we keep
these/this in mind when making future plans.  

Life Influences 
You have identified three positive influences in your life—family, culture and education—and have some great strategies
for success. 
 
Writing Your Career Story 
This was a long activity, thank you for sharing what you have shared. 
 
I can see that you have spent time thinking about what you want your future career story to look like. Once you are
released, your priority is to support your kids and maintain relationships with your family members, and to do this, you
will need a job, but you are not sure what kind of job. Is this correct? As we work through the sessions, hopefully your
ideas about what you can do will become clearer.

You’re Criminal Record
Understandably, you have some real and valid worries about the impact your criminal history might have on your future
plans. Are you able to discuss these with your Education Office? I have attached a document called ‘What is a Spent
Convictions Scheme in Australia?’ and asked your Education Officer to pass this on to you. This will give you
information about how a police check may not show a criminal record after a period of time – the objective of this
scheme is to prevent discrimination against those who are now reformed. 

Booklet Two should help you better understand more about yourself, what you enjoy and what is important to you.  

I look forward to hearing from you soon.   
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Spend more time focusing on what you have
Pause before responding
Connect to the essence of you
Stop chasing what doesn’t feel aligned
Stop going back to places that have hurt in the past
Allow yourself some grace
Lean into self-acceptance
Start being on your own side
Acknowledge that you matter too
Speak to yourself like someone you love
Decide to make your self-care a priority
Show up for yourself

Hi Participant’s Pen Name

Well done on completing all 5 booklets! I sincerely hope you got out of them what you had hoped for when you signed up for e-
career counselling.

The idea behind this final booklet was to help you build a plan towards jobs/ careers of choice and identify strategies and support
networks you can use to help you succeed in this plan.

Sharing with your E-Career Counsellor
Thank you for final your comments in the front of the booklet. I’ll now go through each section of Booklet Five individually.

My Career Readiness – this activity brings together the work you have done throughout the 5 booklets. I was glad to see how
confident you are now around your self, careers, and pathways knowledge. I can imagine that with your social work background you
may have been across most of this already.

I have another suggestion for you to consider. I have always found it really helpful to create a resume. This is not just in anticipation
of applying for jobs, but in the first instance it forces you to consider and ‘talk’ about your strengths, skills, values etc. You
mentioned that your resume is already very detailed around previous work experience. Have you also made sure that you highlight
your skill set and you have provided details. For example, instead of stating that you have good communication skills you give an
example or several where you have been able to demonstrate various skills. I have enclosed a resume resource you can use as a guide.

Career Filter – It was interesting to see how your focus shifted from Researcher, Entrepreneur and Paralegal, to admin roles,
Community Services, Support Work, and possibly working in a Café/ Tobacconist.

There is absolutely nothing wrong with this shift. It may be a gentler way of easing yourself back into ‘normal’ life again. Once you
are a bit more established, you can start making bigger plans for the future.

You seem to be leaning back towards your keen interest in community work. Remember that Ethical Jobs recruitment website I
mentioned previously – ethicaljobs.com.au? That might be a good place to start and maybe you could combine admin work within
not-for-profits or charities.

Plan it Out: Big Picture – This activity helped to create an overarching plan for how you can reach your aspirations. It sounds like
you will have a number of options upon your release, which should hopefully be very reassuring for you.

Plan it Out: The Little Picture – This activity provides you with an opportunity to break down your big goals into achievable
pieces, so you can feel success more often and stay motivated.

It is fantastic to see how you have your short-term goals all worked out and you are keeping yourself motivated. Since you
specifically mentioned that you need to start building confidence, I thought you would appreciate the following I came across the
other day.

Watch the way your outside world starts to shift when you:

(Author - @h.e.l.e.n.m.a.r.i.e.)

Feedback on Session 5
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Moving forward when things go wrong – Yes, that Banksia Tree example is just lovely, isn’t it. The creator of these booklets,
chose well

Your comment about having a Plan B made me think of you finding benefit in doing a character strength assessment as well.
When you have the opportunity to access the internet you might find this strength assessment useful. This website is for free
and pretty accurate - www.viacharacter.org. Character strengths are the positive parts of our personality that make us feel
authentic and engaged. According to the website, it can help boost confidence, reduce stress, increase happiness, accomplish
goals, strengthen relationships, build meaning and purpose, manage problems and improve work performance.

Interestingly, when I completed it last year, the strength I rated most highly on was ‘prudence’. At the time I thought how can
that possibly be a strength? However, when I had time to think about it, it made me realise that I am risk-averse and extremely
cautious in my decision-making. That implies that I always plan very carefully and that I always have a back-up plan in place
(just in case!). I am now finding it much easier to talk about myself with that additional knowledge.

Disclosing your criminal record – I can truly appreciate how daunting future disclosure may be. The Australian National
Character Check has produced a good resource, that you may find very helpful in the future. I have also included another
resource from the QLD Law Handbook, called Disclosure of Criminal Convictions.

The World of Work View – This activity was another opportunity to set a very achievable goal for yourself. I can only imagine
how wonderful visualising these goals is to you. You said ‘No worries, have plans, family and friends around you’…. this
sounds good to me! Your count-down has definitely begun.

You indicated that you possibly do not have access to people and places you can call on when you need help. You mentioned
MARA in the first instance, which is a really good idea. Also, try and align yourself with BusyAbilty, as they can definitely
support you. You said that you were unaware of BusyAbility. I have enclosed an article of interest for you. And here is the link
to their website – busyability.org.au. Incidentally, they already run the Busy Ability Pre-Employment Workshops in prison. So,
you could possibly have a chat with them now and start making plans for your life post release?

In Closing
Again, I sincerely hope you got something positive and useful out of our counselling sessions. I have enclosed a post-survey for
you to complete. I am particularly interested in your personal thoughts, so would appreciate some written feedback. Any
feedback is good, so include all positive and negative feedback, so that we will be able to make relevant changes in the future.

That leaves me with nothing else but to wish you all the very best for the future. It has been a pleasure corresponding with you.
I sincerely hope things turn out exactly the way you visualise them for yourself.

Feedback on Session 5 - page 2
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