Appendix Number 6
PRE-EMPLOYMENT INQUIRY GUIDE

Any inquiry is improper which, although not specifically listed below, is designed to elicit
information as to Race, Color, Sex, Age, Religion, National Origin, or Handicap. The prime
consideration for any job is the ability to perform it.

1. Name.
A. Proper Pre-Employment Inquiries:
First, Middle, and Last Name and any other name used for prior employment.
B. Improper Pre-Employment Inquiries:

Inquiry into original name cannot be used for discriminatory purposes. Inquiries
concerning specific questions about the name which would indicate applicant's
lineage, ancestry, national origin, or descent; or to require prefix to applicant's
name, (Mr., Mrs., Miss, Ms.); or to inquire into marital status unless based on
legitimate bona fide occupational qualifications or prior employment history are
considered improper.

2. Address.
A. Proper Pre-employment Inquiries:
Applicant's place of residence.
B. Improper Pre-employment Inquiries:

Inquiry into foreign addresses which would indicate national origin.
3. Birthplace.

A. Proper Pre-employment Inquiries:
Proof of citizenship may be requested prior to hiring in accordance with the
Immigration Reform and Control Act of 1986 (IRCA).

B. Improper Pre-Employment Inquiries:
Inquiry into birthplace of applicant, or birthplace of applicant's parents, spouse, or
relatives. Require prior to hiring, birth certificate, naturalization or baptismal

record.
4, Race or Color.
A. Proper Pre-Employment Inquiries:
None.
B. Improper Pre-Employment Inquiries:
Any inquiry which would indicate race or color is prohibited.
S. Age.
A. Proper Pre-Employment Inquiries:

Are you under the age of 187 If there is a question as to applicant being of legal
working age, proof may be requested in form of work permit.

B. Improper Pre-Employment Inquiries:
Requesting an individual's date of birth prior to employment is prohibited, unless
relative to whether the individual is a minor.
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10.

11.

12.

Handicap.
A. Proper Pre-Employment Inquiries:
Have you any disability which would prevent you from performing the duties of
the job for which you are applying? If yes, explain.
B. Improper Pre-Employment Inquiries:
Any other inquiry which would indicate handicap and not related to the job.
Sex.
A. Proper Pre-Employment Inquiries:
Where a bona fide occupational qualification is reasonably necessary to the
normal operation of that business or enterprise.
B. Improper Pre-Employment Inquiries:
Any other inquiry which would indicate sex or related conditions such as
pregnancy or plans to have children. Inquiry into sex of applicant.
Photographs.
A. Proper Pre-Employment Inquiries:
Photograph may be requested only after hiring and then only for legitimate
business purpose.
B. Improper Pre-Employment Inquiries:
Any request for photograph prior to hiring is prohibited.
Religion-Creed.

A. Proper Pre-Employment Inquiries:
None.
B. Improper Pre-Employment Inquiries:

Inquiry into an applicant's religious denomination, religious affiliations, church,
parish, pastor, or religious holidays observed prior to hiring is prohibited.
Relatives.
A. Proper Pre-Employment Inquiries:
Inquiry into name and address and relationship of persons to be notified in case of
emergency. For a minor it must be a parent or guardian.

B. Improper Pre-Employment Inquiries:

Names and addresses of any relatives other than those listed as proper.
Organizations.
A. Proper Pre-Employment Inquiries:

Inquiry into organization memberships including professional, scientific and civic
groups, but excluding any organization, the name or charter of which indicate the
race, religion, color, sex, and national origin of its members.

B. Improper Pre-Employment Inquiries:
Requirement that applicant list all organizations, clubs, societies, and lodges to
which he belongs. Unlawful to inquire into organizations which may indicate
race, religion, color, sex, and national origin of their members.

Notice in Case of Emergency.

A. Proper Pre-Employment Inquiries:
Name and address and relationship of "Persons" to be notified in case of accident

A6-2



13.

14.

15.

16.

17.

18.

19.

20.

or emergency.

B. Improper Pre-Employment Inquiries:
Name and address of all others except those listed as proper.
References.
A. Proper Pre-Employment Inquiries:
Persons willing to give references.
B. Improper Pre-Employment Inquiries:
Request of name of applicant's bishop, pastor, or religious leader.
Military Experience.
A. Proper Pre-Employment Inquiries:
Inquiry into applicant's military experience or duties in United States Armed
Forces.
B. Improper Pre-Employment Inquiries:

To require copy of military discharge paper or type of discharge , unless such
inquiry is based upon a bona fide occupational qualification.

Experience.
A. Proper Pre-Employment Inquiries:
Inquiry into work experience.
B. Improper Pre-Employment Inquires:
Any inquiries into work history which are not work-related.
Character.
A. Proper Pre-Employment Inquiries:
Permissible to ask applicant for character references.
B. Improper Pre-Employment Inquiries:

Questions about applicant's sexual preferences or economic status.
Number of Dependents.

A. Proper Pre-Employment Inquiries:
This information may be requested only after hiring for legitimate purposes.
B. Improper Pre-Employment Inquiries:

Asking an applicant's number of dependents prior to employment is prohibited.
Color of Hair or Eyes.

A. Proper Pre-Employment Inquiries:
None. Asking questions regarding hair color and eye color are not job relevant.
Height and Weight.
A. Proper Pre-Employment Inquiries:
None.
B. Improper Pre-Employment Inquiries:

It is unlawful for an employer to set minimum height or weight requirements for
hiring unless based on a bona fide occupational qualification.
Education.

A. Proper Pre-Employment Inquiries:
Inquiry into what academic, professional, or vocational schools attended.
B. Improper Pre-Employment Inquiries:
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It is unlawful to ask specifically the nationality, racial, or religious affiliation of a
school attended by the applicant.
21.  Prior Arrest Record.
A. Proper Pre-Employment Inquiries:
None. It is not proper to ask about arrest records.
22. Criminal Record.

A. Proper Pre-Employment Inquiries:
Have you ever been convicted of a felony? It is proper to ask about a felony
conviction.

B. Improper Pre-Employment Inquiries:
Inquiry advisable only if job related.

23.  Economic Status.

A. Proper Pre-Employment Inquiries:
None.

B. Improper Pre-Employment Inquiries:

It is generally prohibited to inquire as to bankruptcy, car ownership, rental or
ownership of a house, length of residence at an address, or past garnishment of
wages as poor credit ratings have a disparate impact on women and minorities.
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