ADVERTISING

SAMPLE APPLICATION FORM

In placing ads or pos ng job no ces,
employers should be careful not to indicate prefer‐
ences according to age or sex. It is unlawful for ads or
no ces to contain terms such as:
 age 25—35
 Boy or girl
 college student
 Housewife
It is acceptable to state:
 part me during school hours
 20 hours per week
 hours eight to five

This sample applica on below can be used as a
guide in devising a form that is not discriminatory.

Ads should not be placed under the heading Help
Wanted‐Male or Help Wanted‐Female. Job tles des‐
igna ng a man or woman should be replaced with
neutral tles:
Salesperson vs. Salesman
General Oﬃce, Pre y or Handsome vs. Well Groomed

NAME
Last

First

Middle

Street Number or RFD

City

State/Zip

Division of Human Rights

ADDRESS
SOCIAL SECURITY NO.
PHONE NUMBER
Home
ARE YOU UNDER 18?

Yes __

Oﬃce
No __

Pre-Employment
Inquiry Guide

EDUCATION AND TRAINING
Circle last year completed: 1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18+
Was diploma obtained by passing H.S. Equivalency (GED) Test?
No __
Yes __ When _________
Last school beginning with most recent (college, Voc. School, HS, etc.)
Name/Address:
Degree:
Major:
Minor:
Did you graduate?
Name/Address:
Degree:
Major:

Minor:

Did you graduate?

Name/Address:
Degree:
Major:

Minor:

Did you graduate?

What you need to know.

List names and addresses of three personal references.

TESTING

TERMS, CONDITIONS & PRIVILEGES
The S.D. Human Rela ons Act prohibits
discrimina on in the terms, condi on and privileges
of employment. This does not mean only wages. An
employee is
en tled to equal treatment in: rota on of
assignments, transfers, promo on and
seniority, dress and appearance, use of
company facili es, trial periods on jobs, hours of
work, rest or lunch periods and coﬀee breaks, leave‐
of‐absence benefits, smoking privileges while working
and any other term or condi on of employment.

List skills or experience related to this job.
Circle type of work you will accept:
Permanent
Temporary
Summer

Part‐ me

Are you willing to have your most recent employer contact? Yes__ No__
Begin with your present or last work, complete fully—especially
descrip on of du es, responsibili es and number you supervised.
Include volunteer work.
Employed from ________ to ________ Total Yrs. ___ Mos. ___ Hrs./Wk. ___
Posi on Held ________________ Star ng Salary _______ Last Salary ________
Reason for leaving ______________________ Name of Employer __________
Address __________________________ City/State/Zip _____________________
Immediate Supervisor ____________________ Title _______________________
Descrip on of Du es _________________________________________________
Employed from ________ to ________ Total Yrs. ___ Mos. ___ Hrs./Wk. ___
Posi on Held ________________ Star ng Salary _______ Last Salary ________
Reason for leaving ______________________ Name of Employer __________
Address __________________________ City/State/Zip _____________________
Immediate Supervisor ____________________ Title _______________________
Descrip on of Du es _________________________________________________

For more informa on, call or write:
Department of Labor and Regula on
Division of Human Rights
123 W. Missouri Ave.
Pierre, SD 57501
605.773.3681

S.D. Department of Labor and Regulation
Division of Human Rights
123 W. Missouri Ave.
Pierre, SD 57501

In order to be lawful, tests must have a valid rela on
to the jobs they test for. The tests, their administra‐
on and the ac on taken on their results must not be
designed, intended or used to discriminate. Employ‐
ers should note that many paper and pencil tests
have been found to be discriminatory against minori‐
es because they have a
dispropor onate impact on minori es and have not
been validated.

123 W. Missouri Ave.
Pierre, SD 57501
Tel: 605.773.3681 • Fax: 605.773.4211

www.sdjobs.org

Are you legally authorized to work in the United States?

Ci zenship

Inquiries into future job availability and future employment plans.

Can you work the stated hours?

Name and address of person to be no fied in case of accident or
emergency.

Name of rela ves already employed by this company.

SUSPECT INQUIRIES

Request references from applicant’s pastor.

Are you pregnant?
Do you plan to have a family?
Do you prac ce birth control?
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Sex or marital status or any ques on which would determine same. Does your
spouse have any objec on to your working?
Spouse’s occupa on.
Do you have pre‐school children?

Name and address of rela ve to be no fied of accident or
emergency.

Names and address of any rela ves other than spouse and
dependent children.

Ask or check into a person’s arrest, court or convic on record if
not substan ally related to func ons of employment.

An inquiry into place of birth of applicant, parents, grandparents, spouse.
Any other inquiry into na onal origin.

If na ve‐born or naturalized.
Proof of ci zenship (may be requested a er applicant is hired)
Whether parents or spouse are ci zens.

Any inquiry which would indicate race or color.
Request photograph before hiring.

Any inquiry to indicate or iden fy religion, denomina on or
customs.
Can you work on a certain religious holiday?

Date of birth

Birth place of applicant.
Requirement that applicant submit birth cer ficate or bap smal record.

How long have you lived at your present address?
Do you own your home?

Original name of applicant if it has been changed by court order.
Male applicant ‐ maiden name of wife.

*Covered by the Federal Age Discrimina on in Employment Act of 1967.
Five thousand copies of this publica on were produced by the South Dakota Department of Labor and Regula on at a
cost of 3 cents per copy.
Auxiliary aids and services available upon request to individuals with disabili es. State and federal laws require the
Department of Labor and Regula on to provide services to all qualified persons without regard to race, color, creed,
religion, age, sex, ancestry, poli cal aﬃlia on or belief, na onal origin, or disability.

References

Pregnancy

Sex or Marital
Status

No ce in Case of
Emergency

Rela ves

Convic on, Arrest
or Court Record

Educa on

Inquiry into what academic, voca onal,
professional school a ended.
Inquiry into language skills and fluency, where per nent.

Inquiry into previous work experience.

Experience

Na onal Origin

Photograph may be required a er hiring for iden fica on purpos‐
es.

Can you work the stated hours?

Under 18?
Submission of cer ficate of age or work permit in compliance with
Youth Employment Laws.

Place of residence.

Has applicant ever used a diﬀerent name?

PREFERRED INQUIRIES

Race or Color

Religion or Creed

Age*

Place of Birth

Residence

Name

SUBJECT

This Act is not intended to prohibit employers from obtaining all the informa on about applicants they deem per nent, so
long as discrimina on does not result from asking the ques on. This Act does not
restrict the rights of employers to define qualifica ons necessary for sa sfactory job performance, but does require that non‐‐
discriminatory standards of qualifica ons for hiring be applied equally to all
applicants. Ques ons on applica on forms and in interviews should be limited to only those actually
used to make the hiring or promo onal decision.

It should be understood this is not a complete defini on of what should or should not be asked of
applicants.

PURPOSE OF GUIDE. On July 1, 1972, the South Dakota Human Rela ons Act became eﬀec ve. Under this law it is illegal for
employers to discriminate against persons because of their race, religion, color, na onal origin, creed, ancestry, sex or disabil‐
ity. Many pre‐employment inquiries can be used to discriminate on those bases and are best excluded from the pre‐
employment process. This guide is intended to help
employers iden fy such inquiries and to therefore avoid possible unlawful discrimina on.

PRE‐EMPLOYMENT INQUIRY GUIDE

