
RESOURCES:

HIRING
TOOLKIT

This toolkit contains samples of documents to help employers during the hiring
process to comply with the County of San Diego Fair Chance Ordinance. More
information about this ordinance and labor standards in San Diego County can be
found at: https://www.sandiegocounty.gov/OLSE.

Advertising Job Openings 

Conditional Job Offers

Written Individualized Assessment

Preliminary Job Offer Revocation

Individual Reassessment

Final Revocation Notice
This ordinance applies to employers with 5 or
more employees and either

Business is located in the unincorporated
areas of the county, or
Applicant’s primary job location will
average two or more hours each week
within the unincorporated areas of the
county

Contact us
Mikey Knab (he/him), Business Outreach Manager
michael.knab@sdcounty.ca.gov
619-490-0366

General Inquiries
OLSE@sdcounty.ca.gov https://www.sandiegocounty.gov/OLSE.html 619-531-5129



Individualized Assessment
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RESOURCES
Advertising Job Openings

Conditional Job Offer

Preliminary Job Offer 
Revocation

Individual Reassessment

Final Revocation Notice

An example of a voluntary compliance statement that
employers can add to job postings and/or application
materials

A sample conditional job offer letter that includes notice
of intent to conduct a criminal background check

A template that can be used by employers who would
like to conduct an individualized assessment in writing to
consider the relevance of past convictions to the job
being offered. These assessments need to be done in
writing, and held on file for at least one year

A sample letter an employer may use to inform a job
applicant in writing of the intent to revoke a conditional
job offer due to relevant criminal history

After an employer informs an applicant that they intend to revoke a job offer
due to the applicant’s criminal history, the applicant must be given at least 5
business days to provide mitigating evidence that speaks to their character
and fitness to perform the job being offered. An additional 5 business days
are required if the applicant intends to gather and deliver information
disputing the accuracy of the criminal history report. During this reassessment
process, the position must remain open, except in emergent circumstances.
This sample form can be used by an employer to conduct an individualized
reassessment based on information provided by the applicant

Once an employer has considered any mitigating
information provided by the applicant, they may still
decide to revoke the conditional job offer due to relevant
criminal history. This sample letter meets the employer’s
responsibility to notify the applicant in writing
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ADVERTISING JOB OPENINGS
COMPLIANCE STATMENT

Employers can include this voluntary compliance statement in job
postings and/or application materials indicating intent to comply

with the Fair Chance ordinance

“[Employer] will consider qualified applicants with a criminal history pursuant to the
San Diego County Fair Chance Ordinance and the California Fair Chance Act. You do
not need to disclose your criminal history or participate in a background check until a
conditional job offer is made to you. After making a conditional offer and running a
background check, if [Employer] is concerned about conviction that is directly related
to the job, you will be given the chance to explain the circumstances surrounding the
conviction, provide mitigating evidence, or challenge the accuracy of the background
report. Find out more about the Fair Chance Ordinance by visiting the San Diego
County Office of Labor Stands and Enforcement webpage:
www.sandiegocounty.gov/OLSE”
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Below is a sample conditional job offer letter that includes notice
of intent to conduct a criminal background check

Conditional Job Offer
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A template that can be used by employers to conduct an individualized
assessment in writing to consider the relevance of past convictions to
the job being offered. These assessments are required to be done in
writing, and must be held on file for at least one year

Written Individualized
Assessment
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Sample Employer Notice of Preliminary
Decision to Revoke Job Offer Because of
Conviction History
A sample letter an employer may use to inform a job applicant in writing of
the intent to revoke a conditional job offer due to relevant criminal history
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Individualized Reassessment
After an employer informs an applicant that they intend to revoke a job offer due to the applicant’s criminal history, the
applicant must be given at least 5 business days to inform the employer that they intend to dispute the accuracy of the
information and /or provide mitigating evidence. Once that intent is communicated to the employer, an additional 5
business days must be given for the applicant to gather and deliver their evidence to the employer. During this period,
except in emergency situations, the position on offer must remain open. This sample form can be used by an employer
to conduct an individualized reassessment based on information provided by the applicant
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Final Revocation Notice
Once an employer has considered any mitigating information provided by the
applicant, they may still decide to revoke the conditional job offer due to
relevant criminal history. This sample letter meets the employer’s responsibility
to notify the applicant in writing



HIRING
TOOLKIT

This toolkit contains samples of documents to help employers
during the hiring process to comply with the County of San
Diego Fair Chance Ordinance.

For the latest updates to this toolkit, please visit our website at
www.sandiegocounty.gov/OLSE.html.
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