	
	
	



CHECKLIST FOR NONDISCRIMINATION IN HIRING



Recruiting and recordkeeping practices

· Do the company’s recruitment sources reach a cross-section of the local labor pool, including minorities, women, and individuals with disabilities?

· Does the company keep records of all applicants, including walk-in?

· If a covered federal contractor, does the company have an affirmative action plan as required by Executive Order 112464, the Rehabilitation Act, and the Vietnam-Era Veterans’ Readjustment Assistance Act?

· Are hiring statistics regularly reviewed to ensure that interviewing, screening, and selection practices are not having a discriminatory impact?

· Do job advertisements include a nondiscrimination statement?

· Has the company informed its recruitment sources of its commitment to equal employment opportunities?

· Does the company regularly check to make sure any employment agencies or outside recruiters it uses are engaging in nondiscriminatory practices?

· Does the company use recruitment sources intended to reach all individuals, including those with disabilities?

· Do position requirements use job-related criteria that are consistent with business necessity?

Interviewing and screening practices

· Has the company trained all people performing interviews on employment discrimination laws and nondiscriminatory interviewing techniques?

· Do all interviewers use prepared questions and follow the same procedures for all applicants?

· Do hiring managers use objective guidelines for evaluating all job applicants?

· Are checks of criminal conviction records limited to applicants for jobs in which these convictions have direct bearing, such as positions involving work with children or the need for bonding?

· Do the company’s facilities and application processes allow access by job applicants with disabilities?

· If the company is required to complete federal or state affirmative action reports, does it request applicants to voluntarily provide this information on a separate form?  Is this form removed before the job application is given to anyone involved in making hiring decisions?

· Are all questions concerning education and training job-related?

· Does the company avoid asking applicants for the following information except when absolutely necessary for the specific job:

· Medical or mental health history;
· National origin and citizenship status;
· Height, weight, or physical characteristics;
· Membership in nonprofessional organizations;
· Military service history;
· Marital status;
· Sexual orientation;
· Age;
· Previous address;
· Names of relatives;
· Receipt of unemployment insurance, workers’ compensation, or disability benefits;
· Foreign languages of English language fluency;
· Child care, family planning, or number of children;
· Religion or religious beliefs;
· Past rejection for bonding; and
· Salary history?

Testing and selection practices

· Does the company select and administer employment tests so as to make sure test results accurately reflect the skills and aptitude necessary to perform the essential functions of the job?

· Do applicants receive advance notice that reasonable accommodations for test takers are provided upon request?

· Can the company show a direct relationship between each test used and subsequent performance on the specific job?

· Does the company require physical examinations only after extending a conditional employment offer?

· Does the company limit its use of physical exams to jobs that have specific physical requirements?

· If an applicant or conditional hire is not employed because reasonable accommodation for the person’s disability cannot be made without undue hardship, does the company document the decision and attempted accommodations?

Immigration reform and control act compliance

· Does the company employ only U.S. citizens and aliens authorized to work in the United States?

· Does the company require all new employees to complete an I-9 employment verification form?

· Does the company ask for proof of citizenship or authorization to work only after extending a conditional offer of employment?

· Does the company limit its request for documents to those listed as acceptable on the back of the I-9 form?

· Does the company examine documentation presented by new employees, record the information on the I-9 form, and sign the form?
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