Guidelines for Asking Questions During the Search Process

Individuals need to be careful about the questions asked during the search process.  One must always be cautious not to infringe on the rights of others or ask questions that may imply discrimination or bias.  If one is uncertain about the appropriateness of a question, it is better not to ask the question.  Questions asked should be directly related to the duties and performance of the position the person is applying for.  There are basically three types of questions: (1) questions on certain topics that should be addressed to all applicants (i.e., not asked exclusively of applicants of a particular sex or ethnicity), (2) inquiries that are specifically related to the applicant’s background and training, and (3) those which should not be made of applicants.  The following is not an exhaustive list, but will assist you in determining what is appropriate and in appropriate.  Should you have questions, please contact Academic Resources.

	Subject
	Acceptable Inquiries
	Illegal Inquiries

	Name
	None, except pronunciation.

Example:

“Could you pronounce your name for me?”
	Inquiries about the name which would indicate ancestry, national origin or descent.  Inquiries into previous name of applicant where it has been changed by court order, marriage, or otherwise.

Examples:

“Has your name been legally changed?”

“If so, what was your former name?”

“What was your maiden name?”

	
	
	

	Marital and Family Status
	Whether applicant can meet specified work schedules or has activities, commitments or responsibilities that may hinder the meeting of work attendance requirements.
	Inquiries indicating whether an applicant is married, single, divorced, engaged, etc.  Number and age of children.  Questions concerning pregnancy.  Spouse or parents’ occupation and future plans.

Examples:

“What is your marital status?”

“Are you married?”

“Have you any children?”  

“Do they live with you?”

“Who will care for your children if they are ill?”

	
	
	

	Age
	Statement that hire is subject to verification that applicant meets legal age requirements.

Examples:

“Are you over 18 years of age?”

“If I hire you, can you show me proof that you are over 18?”
	Examples:
”What is your birthdate?”

“When did you complete elementary school?”

“When did you graduate from high school?”

Questions which may indicate that the applicant is over forty years of age.

	
	
	

	Sex
	None
	

	
	
	

	Race and Color
	None
	Any question directly or indirectly indicating race or color.

Examples:

“What is your race?”

	
	
	

	Weight and Height
	None
	

	
	
	

	Address of Residence
	Examples:

“What is your address?”
	Examples:

“With whom do you live?”

“Do you own or rent your home?”

	
	
	

	Citizenship or Birthplace
	Whether applicant has the legal right to work in the United States.  Statement that such proof may be required after employment.

Examples:

“Can you, after employment, submit verification of your legal right to work in the United States?”
	Citizenship or birthplace of applicant, applicant’s parents, spouse or other relatives.  Requirement that applicant submit a birth certificate, naturalization or baptismal record before employment.  Any other inquiry to indicate or identify national origin, ethnicity, or religious creed.

Examples:

“What is your birthplace?”

“Are you a US citizen?”
“Where were your parents born?”

“May I see some papers which indicate your birthplace?”

	
	
	

	Ancestry
	Languages applicant reads, speaks or writes fluently.
	Inquiries into applicant’s lineage, ancestry, national origin, descent, birthplace, mother tongue, or national origin of applicant’s parents or spouse.

Examples:

“What is your nationality or national origin?”

“How long have you been in the U.S.?”

“What is your usual language?”

	
	
	


	Subject
	Acceptable Inquiries
	Illegal Inquiries

	Military Record
	Only if it applies to the position.

Inquiries about education, training or work experience gained in U.S. Armed Forces as it relates to a particular job, dates of service, or branch of service.

Examples:

“What is your work and/or military experience?”
	Type or condition of military discharge.  Experience in other than U.S. Armed Forces.  Request for discharge papers.

Examples:

If you were in the military, how were you discharged?”

	
	
	

	Disability
	Inquiries about an applicant’s ability to perform specific job functions which are not phrased in terms of a disability.

Examples:

“Are you physically able to perform the job you are applying for?”

“Do you have any condition which may inhibit your performance?”

“What can be done to accommodate this limitation?”
	Inquiries about applicant’s general medical condition, state of health, illness, or about the nature or severity of a disability.

Examples:

”Do you have a medical disability of any type?”

“Have you ever received workmen’s compensation for illness or injury?”

“How is your general physical health?”

	
	
	

	
	Inquiries about ability to perform job with or without reasonable accommodation only if the applicant has a known disability and you reasonably believe it may interfere with or prevent the performance of a job-related function.
	

	
	
	

	Photograph
	After a person is hired, the University may ask for a photograph to be used on identification cards.  An employee’s photograph must not become a part of the employee’s personnel file.  Statement that a photograph may be required after employment.
	Any request for a photograph before an offer of employment is extended.

	
	
	

	Education
	Applicant’s academic, vocational or professional training as it relates to job requirements.  Inquiries into language skills only if job related.
	Inquiries regarding nationality, racial or religious affiliations of schools attended.  Inquiries as to how world language ability was acquired.  Inquiries asking date of high school graduation.

	
	
	

	Experience
	Inquiries into applicant’s work experience, including names and addresses of previous employers, dates of employment and reasons for leaving.
	

	
	
	

	Religion and Creed
	Whether applicant can meet specified work schedules or has activities, commitments or responsibilities that may hinder the meeting of work attendance requirements.

Examples:

“These are the hours we would expect you to work.  Do you see that there would be any problem in your being able to work during these hours of operation?” 
	Questions about applicant’s religious denomination, religious affiliation, church, parish, pastor or religious holidays observed.

	
	
	

	Notice in Case of Emergency
	Names and addresses of persons rather than relatives to be notified.
	Names and address of relatives to be notified in case of accident or emergency.

	
	
	

	Organization
	Inquiries into membership in organizations only if they relate to a specific job.
	May not ask applicant to “list all organizations, clubs, societies and lodges to which you belong.”  The names of organizations to which the applicant belongs or belonged if such information would indicate through character or name the race, color, or ancestry of the membership.

	
	
	

	References
	Names of persons able to provide professional and/or character references.  Inquiries as to how an applicant was referred for a position at this University.
	May not ask applicant for any religious references.
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