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Category Avoid asking about…. You can ask about…. 

Age Date of Birth 
Age 
Graduation dates 

Whether candidate can meet 
minimum legal age 
requirements 

Arrest & Conviction Record Arrest records, in general Conviction for felonies that 
are job related 

Birthplace & Citizenship Birthplace (country) of self, 
spouse or relatives 
Candidate’s native tongue 
Country of citizenship 

Languages candidate speaks, 
reads or writes, if job related 
Whether candidate has a right 
to work legally in U.S. 

Education The specific nationality or 
religious affiliation of a school 

Names of schools attended 

Experience Work experience, both 
military/non-military, including 
duties, responsibilities, names 
and addresses of supervisor 
& reasons for leaving. 



Category Avoid asking about…. You can ask about…. 

Handicaps/Disabilities The existence of any physical or 
mental handicap 

Whether the candidate 
understands the job 
requirements and can carry out 
all job responsibilities in a safe 
manner. 

Marital Status Whether candidate is married, 
single, divorced, engaged, or 
separated 

Whether the candidate can 
meet specified work schedules 
or has any commitments or 
work activities that might 
interfere with attendance 

Military Record Type of military discharge The specific experience 
candidate acquired during 
military service 

Name The national origin of candidate’s 
name 

Whether the candidate would 
like to share any information 
about a change of name that 
might help check work or 
educational records 



Category Avoid asking about…. You can ask about…. 

Organizations/Extra 
Curricular Activities 

Memberships, accomplishments 
in professional, trade or other job-
related organizations 

Race Race, color of skin 

References Whether candidate can 
provide references from 
religious leader (minister, 
priest rabbi) 

Whether candidate can provide 
professional or character 
references 

Religion Candidate’s religious 
affiliation, parish or church of 
affiliation 

Whether the candidate can meet 
specific work schedules including 
days and hours required by job 



 





 Documentation of employee performance and/or conduct issues is very important to both 
management and to employees.  
 

Effective documentation can help employees take corrective action and ward off potential 
law suites especially if an organization has a progressive discipline policy 
 

Principles surrounding discipline 
Corrective 
Fair 
Consistent 
Progressive 
Due Process 

 

Progressive discipline steps 
Oral Warning 
Written Reprimand 
Suspension 
Disciplinary Demotion* 
Termination 

*check your organizational policies to verify this step is included in your progressive 
discipline process. 



Do… 
Investigate each incident regardless of how it first appears. 
Select an appropriate time & place to meet privately with the employee. 
Document! 
Allow the employee to explain his/her understanding of the incident. 
LISTEN. 
Confer with HR for their recommendations on how to proceed. 
Present the disciplinary action in a calm manner. 

 

Don’t… 
Yell, scream or curse. 
Base disciplinary actions on rumors. 
Discuss an employee’s performance or conduct issues with the employee’s co-workers. 

 
Supervisors/managers should ensure that they have applied the five principles of effective 
discipline (corrective, fair, consistent, progressive and due process), before disciplining 
employees. 
 

Use the five W’s of documentation (who, what, where, when and why) and the five 
principles of discipline to document performance or conduct transgressions. 
 

Documentation should clarify the nature of the infraction, its negative impact and proposed 
management and employee action. 
 

 
 
 
 

 
 

 
 

 
 



 







For additional questions you contact me at 
sslavey@bcpl.org or 859-292-3392. 
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