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PROPER INTERVIEWING TECHNIQUES

Age
¢ Do not ask the candidate’s age or birth date.

e Do not ask the candidate to produce documents that contains his/her age (e.g., birth certificate,
passport, driver’s license).

Birth Control

e Do not ask the candidate about his/her capacity to reproduce, or advocate any form of birth control or
family planning.

e Do not ask the candidate whether s/he is planning to have children soon.
Citizenship

e Do not ask the candidate of what country s/he is a citizen.

e Do not ask the candidate when s/he acquired citizenship in this country.
e Do not ask the candidate to produce naturalization papers.

e You may ask whether the candidate is a United States citizen or whether s/he has the legal right to
remain in the United States.

Classes of Individuals

e Do not ask about actual or perceived age, race, religion, creed, color, national origin, alienage,
citizenship status, disability, sex, sexual orientation, or marital status.

e Do not ask about the candidate’s relationship with an individual in any of the above classes.
Criminal Record
e Do not ask whether the candidate has been arrested.

e While it is legally permissible to ask whether a candidate has been convicted of a crime or about an
arrest that is pending, do not ask these questions during the interviews, as they are covered in the
fingerprint/background check process.

Disability

e Do not ask the candidate if s/he is disabled.

e Do not ask the candidate if s/lhe has been treated for certain diseases, either physical or mental.
e Do not ask the candidate whether s/he has had a drug or alcohol problem.

Driver’s License

e Do not ask the candidate to produce a driver’s license.

Education

e You may ask the candidate about his/her education (including whether s/he graduated) and which
schools s/he attended.

e Do not ask dates of attendance or date of graduation.

Foreign Language

e Do not ask the candidate what his/her native language is or how s/he acquired the ability to read, write,
or speak a language other than English.

e You may ask the candidate what languages s/he speaks and writes, if it is relevant to the position.
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Marital Status

e Do not ask the candidate whether s/he is married, single, divorced, or separated.

e Do not ask a female candidate whether she would prefer to be called Ms., Mrs., or Miss.
Miscellaneous

e Do not ask for information regarding the candidate’s spouse.

Military Experience

e Do not ask the candidate about his/her experience other than in the Armed Forces of the United States
or in a State Militia.

e You may ask the candidate about his/her military experience in the Armed Forces of the United States
or in a State Militia.

e You may ask whether the candidate received a dishonorable discharge, but you must indicate that a
dishonorable discharge is not an absolute bar to employment.

Name
e Do not ask the maiden name of a married woman or of a woman who may be married.
e Do not ask the original name of someone whose name has been changed by court order or otherwise.

e You may ask whether additional information regarding a candidate’s name is required to enable a check
of the candidate’s work record.

e You may ask whether the candidate has worked for the New York City Department of Education under a
different name.

National Origin
e Do not ask about the candidate’s ancestry, lineage, national origin, descent, parentage, or nationality.
e Do not ask the candidate about his/her birthplace, or the birthplace of his/her relatives.

Notice in Case of Emergency

e Do not ask the candidate for a contact in case of an emergency.

Organizations

e Do not ask the candidate to list all clubs and organizations of which s/he is a member.

e You may ask whether the candidate is a member of any organization that is relevant to the position.
Photograph

e Do not ask the candidate to submit a photograph in order to be considered for the position.
Race/Color

¢ Do not ask any questions about the candidate’s race or color.

Relatives

¢ Do not ask the candidate for names, addresses, or ages of relatives not employed by the New York City
Department of Education.

e You may ask the candidate for names of relatives who are employed by the New York City Department
of Education.
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Religion

e Do not inquire into the candidate’s religious denomination or affiliations, parish, church, synagogue, or
religious holidays observed.

e Do not ask the candidate to forego any religious practice (including any aspect of the candidate’s
appearance) as a condition for employment with the New York City Department of Education.

Sex
e Do not ask the candidate’s sex.

Work Experience

e You may ask the candidate about his/her work experience.



