FAIRLEIGH DICKINSON UNIVERSITY 

INTERVIEW GUIDELINES

The interview process is to gather information in order to evaluate candidates for employment opportunities at FDU.  Federal and state laws prohibit discrimination on the basis of race, color, religion, gender, age, national origin, sexual orientation, disability,  liability for service in the armed forces, veteran status or citizen status.  FDU is an equal opportunity employer and expects the following guidelines to be used in the interviewing process. 

These guidelines apply whether an interview is conducted over the telephone or in person.  They also apply if the interview is for an open position or for information purposes only.

Key points to remember during the interview process are as follows:

· Ask only questions that are job-related.

· Ask specific, objective questions.

· To the greatest degree possible, ask the same questions of all applicants for the same job.

· Do not ask any questions that are discriminatory such as race, age, marital status, national origin, sexual orientation or any questions that tend to reveal this type of personal information. 

· Do not ask for information that is not relevant to the hiring decision.

· No personal comments or notes should be written on the employment application or resume.

· Do not directly or indirectly ask questions related to an individual’s disabilities.

· Do not ask applicants if they have ever been arrested.

Acceptable Questions

· Are you at least 18/21 (only if job-related)?

· Are you eligible to work in the United States?

· Are you able to perform the essential functions of the job as described to you?  If not, what accommodations can be made that would enable you to perform these functions?

· Have you ever been convicted of a felony?
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