INTERVIEWING AND HIRING

ANTI-DISCRIMINATION GUIDELINES

	SUBJECT
	YOU MAY ASK
	YOU MAY NOT ASK

	RACE OR COLOR
	
	About completion of skin

	NATIONAL ORIGIN
	Are there any days of the week that you cannot work? Will you be able to work all holidays, such as Christmas, Easter, Thanksgiving, etc?
	About an applicant’s religious affiliations, church, synagogue, parish, pastor, rabbi, or religious holidays observed.

	SEX
	
	A pre-employment inquiry as to sex on an application form.

	FAMILY
	Can you work the hours and days needed?
	Are you married?

Where does your spouse work?

Are you pregnant or planning on having children?

How old are your children?

Who will take care of your children when you are at work?

Do you have any dependents that have any health problems?

	AGE
	Are you 16 years of age or older
	How old are you?

What is your date of birth?

	DRUG TESTING
	Can you pass a drug test?
	Have you had any previous problems with drugs or alcohol?

	TRANSPORTATION
	How would you get to and from work?
	Do you own a car?

Do you drive a car?

	ADDRESS OR DURATION OF RESIDENCE
	
	Applicant’s place of residence.

How long a resident of this state or city?
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	SUBJECT
	YOU MAY ASK
	YOU MAY NOT ASK

	DISABILITIES / INJURIES
	Can you work the days and hours needed?

Can you perform this particular job function?
	Do you have any disabilities?

How did you become disabled?

Does your medical condition result in a lot of medical bills?

Will your disability require you to miss time from work?

Can you lift heavy objects?

Can you stand for long periods of time?

	NAME
	Have you ever worked for this company under a different name?

Is any additional information relative to change of name, use of an assumed name, or nickname necessary to enable a check on your work record? If yes, explain.
	Original name of applicant whose name has been changed by court order or otherwise.

Maiden name of a married woman.

If you ever worked under another name, state names and dates.

	CITIZENSHIP
	Can you, after employment, submit proof of U.S. Citizenship or verification documents of your legal right to work in the United States?
	Are you a citizen of the United States?

Ask the applicant to produce I.D. prior to employment.

	BIRTHPLACE
	
	Birthplace of applicant.

Birthplace of applicant’s spouse, relatives, or parents.

	PHOTOGRAPH
	
	An applicant to affix a photograph to the employment form at any time before hiring.
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	YOU MAY NOT ASK

	LANGUAGE
	What foreign language, if any, do you speak, write or read fluently?
	How applicant acquired the ability to read, write or speak a foreign language.

	EDUCATION
	About the academic vocational or professional education of an applicant and the public or private schools attended.
	

	EXPERIENCE
	About the applicant’s work experience and inquire into countries the applicant has visited.
	

	CHARACTER
	Have you ever been convicted of any crime other than a traffic violation?
	Have you ever been arrested?

	ORGANIZATIONS


	
	List all clubs, societies and lodges to which you belong.

	REFERENCES
	May inquire into all personal and business references listed.
	

	RELATIVES
	What are the names of any relatives already employed by this company?
	Names, addresses, ages, number or other information concerning applicant’s children or other relatives not employed by the company.

	NOTICE IN CASE OF EMERGENCY
	Name and address of person to be notified in case of an accident or emergency.
	

	MILITARY EXPERIENCE
	Have you ever been a member of the Armed Services?

What was you job in the service?
	What type of discharge did you receive from the service?
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