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A7. 021 PROCEDURE FOR RELEASE OF STUDENT BI OGRAPH CAL DATA TO EMPLOYERS

1. Pur pose.

To inplenment the provisions of Chapter 378, H R S., Enploynent Practice
Law, the Policy on Non-Di scrimnation and Affirmative Action, Board of
Regents of the University of Hawai ‘i, adopted February 13, 1976; and
Executive Menorandum "Adm nistrative Policy on the Rel ease of

Bi ographi cal Data on Students to Enployers", dated July 2, 1976.

2. oj ect i ve.

To specify those student biographical data which are not to be rel eased
to enployers or potential enployers of students and former students.

3. Responsibility/ Applicability.

a. It is the responsibility of each canpus of the University to
i nsure that docunents released by its various offices to enpl oyers
do not directly or indirectly contain biographical data which are
unl awful to be collected by enployers as part of the application
for enpl oynent.

b. This procedure is applicable to all canpuses of the University of
Hawai ‘ i .

4. Cui del i nes.

Enpl oyers often require that an applicant for enploynent submt officia
academ c transcripts and/or placenent credentials as part of the
application for enploynent. These docunents often display biographical

i nformation which is unlawful for an enpl oyer to request on the
application for enploynent form Wiile such data are not being supplied
directly to the enpl oyer on the application for enploynent form they
are supplied indirectly as a result of being displayed on the academ c
transcripts and/or placenment credentials. Since an application for

enpl oynent i s not considered conplete until all required materials are
submtted including academ c transcripts and/ or placenent credentials,
such docunents are a part of the application for enploynent

Accordingly, the follow ng student biographical data are not to be
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directly nor indirectly released to enployers, including the University
of Hawai ‘i when it is functioning in the role of an enpl oyer:

1) Race
2) Sex

3) Age (including birth date)
4) Rel i gi on
5) Col or

6) Ancestry (including birth place, ethnic background,
citizenship, or alien status)

7) Physi cal or Mental Handi cap

8) Marital Status (including courtesy titles: M.,
Ms., Mss, Ms.; and mai den nane, when narried nane
al so di spl ayed)

9) Arrest or Court Record

10) Physical Characteristics (including height, weight,
proportion, etc.)

Pr ocedur e.

The chief admnistrative officer at each canpus of the University of
Hawai ‘i shall see to the devel opnent and i npl enentati on of canpus
procedures to insure that the biographical data detail ed above are not
cont ai ned on copies of any docunents which are rel eased to enpl oyers.
This Procedure does not require the purging of such data from al
existing original records; rather it only requires that such data be
renoved fromthe copies nade of the original records before the copies
are rel eased to enpl oyers.
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