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Acceptable and Unacceptable Questions

Following is a representative list of unacceptable and acceptable questions.  It is NOT all-inclusive but is meant as a guide to assist you in the interview process.  If an inquiry could be discriminatory, it is best to avoid it.

	Subject
	Acceptable
	Unacceptable

	Name 
	Current legal name
	Maiden Name

	
	Have you ever worked under a different name?
	Questions about national origin, ancestry, or prior marital status

	
	Is any additional information, relative to a change of name necessary to enable a check of your education or work records?
	

	Age 
	Are you over the age of eighteen?
	Age. Birth Date.

	
	
	Questions that might identify the applicant’s age, especially over age 40

	National Origin/Citizenship
	“All offers of employment are contingent upon verification of identity and work authorization in the United States”

“Are you legally authorized to work in the United States?”
	Questions as to nationality lineage, ancestry, national origin, descent, parentage of applicant or applicant’s spouse.  “What is your mother tongue?” or language commonly used by applicant.  How applicant acquired ability to read, write, or speak a foreign language.

	
	
	“Are you a U.S. citizen?”

	Race, Color
	None
	Questions that indicate applicant’s race or color, complexion or color or skin, eyes or hair.  Direct or indirect reference to race, color, or racial groups.

	Residence 
	Place of Residence
	“Do you own or rent your home?”

	Marital Status, Family
	Whether applicant can meet work schedule or job requirements.  Should be asked of both sexes.
	Any inquiry about marital status, children, dependents, pregnancy, or childcare arrangements.  Name or address of relative, spouse or children of adult applicant.  “With whom do you reside?” or “Do you live alone?” or similar questions.

	Religion
	Describe the work schedule and ask whether applicant can work that schedule.
	Questions about applicant’s religion, religious days and hours to be worked. Days observed, or “Does your religion prevent you from working weekends or holidays?”

	Military Service
	Questions about knowledge, skills and abilities, acquired during applicant’s military service, relevant to the position applied for.
	Specific questions about military service, such as dates, type of discharge, or service in foreign military services. “What type of discharge did you receive?” 

	References
	“By who were you referred for this position?” Names of persons willing to provide professional references for applicant.
	Questions of applicant’s former employers or acquaintances that elicit information specifying applicant’s color, race, religious creed, national origin, ancestry, any physical or mental disability, mental condition, marital status, age or sex 

	Disability/ Medical Conditions
	May ask applicant’s ability to perform job-related functions and with or without reasonable accommodation, only if the question is asked of all applicants. (The interviewer must have already thoroughly described the job.)
	Whether applicant has a disability

	
	
	Have you ever been hospitalized?  If so, for what condition?

	
	
	How many days were you absent from work because of illness last year?

	Arrest and Conviction Records
	Have you ever been convicted of a crime?  If so, when, where and what was the disposition of the case?  The answer, if yes, will not be used to discriminate against any applicant.  (May ask about record of convictions if all applicants are asked.)
	Have you ever been arrested?


UML is an Equal Opportunity/Affirmative Action Employer and is obligated to, and committed to maintaining a workplace free of discrimination.  Federal and State laws govern areas of non-discrimination including:

Ancestry, Race, Color, Creed, Ethnicity, Religion, Gender, Age, Disability, National Origin, Veterans/Reserve Status, Sexual Orientation, Marital Status, Genetic Information, Retaliation, Active Military Personnel, and Criminal Record (exceptions apply for police department).

