FSU

OFFICE OF HUMAN
RESOURCES

Acceptable and Unacceptable Topics During the Search Process

Topic

Acceptable

Unacceptable

Age

Not acceptable

Askingthe applicanttostate theirage or
date of birth.

Askingthe applicantto produce proof
of age (birth certificate, baptismal
record).

Specifications such as: "young",
"college student”, “recent college
graduate", "retired person",
“millennial”.

Arrests/Convictions

Not acceptable

Inquiries abouta candidate's general
arrest and conviction record.
Committees should notinquire during
the interview process.

Note: This is addressed by FSU HR as part of
the Background Check process.

Citizenship, Birthplace

Afteremployment, verification of legal
rights to work (all new hires). This
verification is completed by Human
Resources.

Whethertheapplicant, theirparents, or
spouse/partner is a naturalized or
native-born U.S. citizen.

Birthplace of applicant, parents, or
spouse/partner.

Requiringan applicantto produce
naturalization papers.

Note: This is addressed by FSU HR as part of
the Onboarding Process.

Children Responding to an applicant’s Asking about: the number and age of children;
questions about childcare options what childcare arrangements have been made;
or local school systems. or family planning.

Disability Whether the applicant can perform e Generalinquiriesintothe applicant's
the essential functions of the job state of health or the nature and
with or without reasonable severity of a disability.
accommodation. . . .

e Making an applicant take a medical
Asking an applicant to demonstrate examination or provide information
how she/he would perform the job about workers' compensation claim(s)
and with what accommodation(s). before ajob offer.
After a job offer, but before hire,
requiring a medical examination for
all similarly situated employees.
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Topic Acceptable Unacceptable

Driver’s License Onlyifdrivingis necessary for the job. Askingif allapplicants have avalid driver's

license, regardless of job duties.

Marital Status Providing information about support Askingwhethera candidate is married.
fortrailing spouses/partnersto all
candidates.

Respondingto a specific candidate’s
questions about moving their
spouse/significant other to Florida.

Military Service Job-related questions about military Inquiries about international military
experienceinthe U.S. Armed Forces or experience or whether honorably discharged.
zla;S n;lcligfa(les'g;g;al:(;h’ Note: FSU HR determines which candidates

P P Y- are eligible for Veterans’ Preference.

Name Whether the applicant has used Questions or comments about the name
anothername (forthe purpose of that would reveal applicant's lineage,
verifying past work record). nationalorigin, marital status, etc. (e.g.,

maiden name). Mr., Mrs., Miss, Ms.

National Origin What languages can an applicantread, | Questions about the applicant's
speak, orwrite fluently (ifrelevantto the | nationality, ancestry, lineage, or
job orif required as a Bona Fide parentage; nationality of applicant's
Occupational Qualification) parents or spouse/partner; maiden name

of applicant, wife, or mother.

Photograph May be requested after hire (for Requestingbefore hire.
identification).

Professional Questions aboutmembershipsin job- Requesting the names of all organizations,

Associations related organizations. clubs, and associationstowhich the

applicant belongs.
Applicants may choose to omit those
thatrevealtherace, religion, age, sex,
disability, etc. of the applicant.
Race, Color Not acceptable Questions about the applicant's race, skin
color, eyes, hair, or other questions directly
or indirectly indicating race or color; (unless a
Bona Fide Occupational Qualification).
Although political affiliation/ideology i t
Political Affiliation/ Not acceptable ough potitical afiliiation/idectogy Is not a
Ideolo protected class, questions about political
gy affiliation increase the risk of potential liability
(unless aBona Fide Occupational
Qualification).
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Religion Questions about availability Questions about an applicant's religious
duringnormal hours of work. denomination or affiliation or religious
Questions necessaryto provide a holidays observed.
candidate with the requested religious
accommodation.

Sex/Gender Questions about the applicant's sex, gender,
or whether the applicantis pregnantor plans
to have childrenin the future.
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