APPENDIX A

PRE-EMPLOYMENT INQUIRY GUIDELINES

The following are general guidelines and are not exhaustive, but they should be helpful in most areas.  If an inquiry could be discriminatory, it is best to avoid it.

	SUBJECT


	ACCEPTABLE


	UNACCEPTABLE



	NAME
	Name

"Have you ever used another name?" or "Is any additional information relative to a change of name or use of an assumed name necessary to enable a check of your educational or work record?"


	Maiden name

	AGE
	Generally none
	Age

Birth date

Questions that might identify the applicant's age, esp. over age 40.



	BIRTHPLACE, CITIZENSHIP
	"All offers of employment are contingent upon verification of identity and work authorization in the United States," or "UW-River Falls hires only individuals lawfully authorized to work in the United States."
	Questions as to nationality, lineage, ancestry, national origin, descent, parentage of applicant or applicant's parents or spouse.  "What is your Mother's tongue?"  or language commonly used by applicant.  How applicant acquired ability to read, write, or speak a foreign language.



	RACE,

COLOR
	None
	Questions as to applicant's race or color, complexion or color of skin, eyes, or hair.  Direct or indirect references to race, color, or racial groups.



	RESIDENCE
	Place of residence
	"Do you own or rent your home?"



	SEX, MARITAL STATUS, FAMILY
	Statement of policy regarding work assignment of employees who are related.
	Questions that indicate applicant's sex, marital status, number or age of children or dependents or provisions for child care.  Questions regarding pregnancy, child bearing, or birth control.  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
	Statement by employer of regular days and hours to be worked.
	Questions about applicant's religion, religious days observed, or "Does you religion prevent you from working weekends or holidays?"



	MILITARY SERVICE
	Questions about relevant knowledge, skills and abilities acquired during applicant's military service.
	General questions about military service, such as dates, type of discharge, or service in a foreign military service.



	ECONOMIC STATUS
	None
	Questions about applicant's current or past assets, liabilities or credit rating, including bankruptcy or garnishments.



	ORGANIZATIONS, ACTIVITIES
	"Please list job-related organizations, clubs, professional associations to which you belong - you may omit those which indicate your race, religious creed, color, national origin, ancestry, sex, or age, if desired.


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

	REFERENCES
	"By whom 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, medical condition, marital status, age, or sex.


