Guidelines for Interviewing Applicants

When interviewing applicants for any position at Randolph-Macon College, it is important that all questions asked are job-related to the position that is being recruited.  The guiding principle behind any question to an applicant should be “is there a job-related reason for asking this question?”  The intent of the question and how the information is used is what the Equal Employment Opportunity Commission (EEOC) uses in determining if discrimination has taken place.  Therefore, applicants should only be asked questions that are job-related and that do not discriminate on the basis of their race, color, national origin, age, gender, religion, citizenship status, marital status, disability or any other protected characteristic. 

Below are some examples of unacceptable and acceptable questions when interviewing applicants:

Topic
Unacceptable Questions
Acceptable Questions

Employment

Experience
None
Any question related to experience, education, strengths, weaknesses, reason for leaving, salary requirements etc.

Age
How old are you?  

What year did you graduate?
None

Reliability, Attendance
Do you have children?

Child care arrangements? 

Are you planning to have a family?

Do you have a car?
Here are the working hours and attendance requirements of this position. Are you able to meet these requirements?

Marital Status
Are you married, single, divorced, widowed, engaged, etc?
None

Religion
Any question regarding an applicant’s religious affiliation, religious denomination, church, etc.
None, (unless there is a job-related reason i.e. a Baptist church needs to hire a Baptist preacher)

Disabilities
Do you have any disabilities?
Are you able to perform the essential functions of the job with or without reasonable accommodations?  Provide job description.

Race or Color
Any questions regarding race or color of skin.
None

National Origin/ Citizenship
Are you a U.S. citizen?

What is your national origin?

Where were you born?

Where are your parents from?

What is your maiden name?
Are you legally eligible to work in the United States?

Have you ever worked under a different name?

Education
When did you graduate from high school or college?
Do you have a high school diploma or equivalent? Do you have a college degree?

Financial Status


Do you own your own home?

Have you ever declared bankruptcy? 

Have your wages ever been garnished?
None. Credit references may be used in compliance with the Fair Credit Reporting Act and the Consumer Credit Reporting Reform Act.

Military Record
What type of discharge did you receive?
Inquiries about education, training or work experience gained in the military.

The above list is not meant to be all inclusive, but offers guidelines to some of the more common questions that individuals may be tempted to ask.  If you have any questions regarding the above information or interviewing in general, please feel free to call the Human Resources Office.

