Safe Interviewing
Keep questions job-related.

Ask the same questions, and only those questions, of all candidates (including in-house candidates). Ask the questions in the same order for every candidate. Ask the question the same way each time; don’t improvise. You may ask probing questions for clarification purposes (e.g., tell us more about that; please explain what you meant by ___; please give an example of ___). Probing questions should not stray from the original intent of the question. 

Ask the following questions at every interview:

1. Have you had an opportunity to review the job description? If not, please take a few minutes to review it.

2. Can you perform the essential functions and physical requirements of the job as described in the job description, either with or without reasonable accommodations? If the answer voluntarily discloses with accommodations, interviewees should be asked to:

3. Describe any accommodations that would be necessary to allow you to perform the essential functions and physical requirements of the job as described in the job description. Allow the interviewee the opportunity to identify specific accommodations. Do not comment on these accommodations. 

Don’t ask questions about or make any references to:

· Age, gender, religion/creed, racial heritage/color

· Languages spoken at home (if part of the job description, you can ask in what languages the candidate is fluent)

· Family: spouse’s employment, child care, marital status, where parents were born, where the candidate was born, if family lives locally, sexual orientation

· Home ownership, car ownership

· Arrest record (you may ask if candidate has ever been convicted of a felony, not if they’ve ever been arrested)

· Disability, veteran status or health

· Citizenship

(If the candidate volunteers information on any of the above, say something like, “That isn’t information I need for this interview” and move on to safer territory.)

Sources: Workforce Central Florida, http://www.workforcecentralflorida.com; and, 

Complete Interview Procedures for Hiring School Personnel by William L. Gagnon, Jr., Scarecrow Press, 2003. 
B. Boothroy, 2008

Safe Interviewing, continued

Specifically, don’t ask:

1. How old are you?

2. What year did you graduate from high school/college?

3. What country were you born in?

4. What is your race?

5. What religion do you practice?

6. What is your sex?

7. What is your sexual preference?

8. What is your marital status?

9. What are your marital plans?

10. What are your plans for raising a family?

11. What medical conditions or diseases have you been treated for?

12. What medical conditions have caused you to be hospitalized?

13. Have you ever been treated for a mental condition?

14. How many days were you absent from work last year due to illness?

15. Is there any health-related reason you may not be able to perform the job for which you are applying?

16. Have you ever been treated for a drug addiction?

17. Have you ever been treated for alcoholism?

18. Do you have any physical defects or disabilities that would prohibit you from performing certain kinds of work? 

19. Have you ever filed for workers’ compensation? 

Sources: Workforce Central Florida, http://www.workforcecentralflorida.com; and, 

Complete Interview Procedures for Hiring School Personnel by William L. Gagnon, Jr., Scarecrow Press, 2003. 
B. Boothroy, 2008

