
Exhibit G:  
DOS AND DON’TS OF INTERVIEWS AND INTERACTIONS WITH CANDIDATES 

 
TOPIC ACCEPTABLE QUESTIONS UNACCEPTABLE QUESTIONS 

 
NAME Whether work records are under 

another name. 
To ask if a woman uses Miss, Mrs. 
or Ms. or ask for maiden name. 

AGE Only if there are specific, age-related 
requirements of the job. After hire, 
proof of age can be required. 

Age or age group 
 

NATIONAL ORIGIN NONE! Any question about nation of origin 
is unacceptable 

RACE NONE! After hire, race is requested to 
EEO reporting. 

Any question about race is 
unacceptable 

RELIGION NONE! Any question about religion is 
unacceptable, including any church 
affiliation 

CITIZENSHIP Can only ask if applicant is eligible to 
work in the US. Proof is required at 
hire. 

If applicant is native born or 
naturalized. 

MARITAL  OR 
FAMILY STATUS 

Whether the applicant has any 
commitments/responsibilities that 
might prevent him/her from meeting 
work requirements 

Any question that reveals marital 
status or number/ages of 
dependents. Do not ask about 
spouse’s job, childcare 
responsibilities, pregnancy 

MILITARY SERVICE NONE Any question about military service 
is unacceptable. 

CRIMINAL RECORD Listing of convictions  Questions about arrests 
REFERENCES  General and work references not 

relating to race, color, religion, sex, 
national origin 

References from clergy or others 
that might reflect race, color, 
religion, sex, national origin 

ORGANIZATIONS About professional memberships and 
offices 

Listing of all memberships in clubs 
and organizations, which may 
reveal race, color, religion, sex, 
national origin 

WORK SCHEDULE Willingness to work required work 
schedule 

Willingness to work on a particular 
holiday. 

DISABILITIES Whether the applicant can perform the 
essential functions of the job with or 
without accommodations 

Any question about height, weight, 
impairment.   
Any question about past sick leave 
usage. 
 

 
• These guidelines are for informational purposes and are not legal advice. Anyone using this form 

should consult with their HR and Legal staff for specific advice on the legality of interview questions 
and what is permissible. 



 
 
 
 

DOS AND DON’TS OF INTERVIEWS 
 
Various state and federal regulations regarding equal employment affect the interview and 
selection process. These regulations prohibit discrimination based on race, color, sex, religion, national 
origin, age or handicap. The “Interview Guidelines" chart on the reverse side of this page outlines the 
specific kinds of information which you can and cannot ask.  
 

In addition to being familiar with this chart, you should pay special attention the following areas to avoid 
violating equal employment regulations. 
 

DO consider the person's true ability to perform the duties of the position. Never assume that 
an applicant's age, sex, or disability will prevent the performance of tasks. 
 

DON'T express a preference for race, sex, a particular age group or indicate any other 
preference which might be construed as discriminatory. 
 

DO keep in mind the applicant's perception of you. Don't refer to applicants in an "endearing 
manner." Never use racially or ethnically oriented terms. Don't flirt with or patronize the 
applicant. 
 

DON'T indicate to a member of a "protected group" (e.g., minority, female, person with 
disability) that your interest in them stems from a desire to improve your EEO image. 
 

DO avoid stereotypes. Keep an open mind. Don't imply (or assume) that the job requires a 
young person with energy or that an older person may find the job too demanding or that 
females should not travel alone. 
 
DON'T ask about any prior Workman’s Compensation claims.  
 

DO use extra caution in dealing with physical requirements. Federal regulations, and most 
recently the Americans With Disabilities Act (ADA), require employers to make "reasonable 
accommodations" for persons with permanent disabilities.  
 

DON'T pursue areas which legally are "out of bounds," even if the applicant brings them up. 
Stick to the job duties. For instance, if an applicant raises concern over child care 
arrangements, explain the work hour requirements of the job and allow the applicant to make 
his/her own assessment. 
 

DON'T indicate that you already have someone in mind for the position. The interview process 
should be an open process where all applicants receive equal consideration. 
 

DO remember that most of the tips above also apply to what you say outside of the interview. 
In the event that a discrimination claim is filed, comments made outside of the interview can 
come back to haunt you when co-workers are asked to answer under oath regarding what was 
said "in private." Remember, keep an open mind and don't draw conclusions or make 
assumptions you can't defend. 


