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Pre-Employment 
Inquiry Guide 

Division of Human Rights 

ADVERTISING 
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 

 

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 
 
TESTING 
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. 
 
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. 

SAMPLE APPLICATION FORM 
This sample applica on below can be used as a 
guide in devising a form that is not discriminatory.  
 
NAME 
 Last  First Middle 
 

ADDRESS 
 Street Number or RFD City State/Zip 
 

SOCIAL SECURITY NO. 
 

PHONE NUMBER 
  Home  Office 
 

ARE YOU UNDER 18? Yes __ No __ 
 

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? 
 

List names and addresses of three personal references. 
 
 
 
 

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 

What you need to know. 

123 W. Missouri Ave. 
Pierre, SD  57501 

Tel:  605.773.3681 • Fax:  605.773.4211  

www.sdjobs.org 



PR
E‐
EM

PL
O
YM

EN
T 
IN
Q
U
IR
Y 
G
U
ID
E 

 PU
RP

O
SE

 O
F 

G
U

ID
E.

 O
n 

Ju
ly

 1
, 1

97
2,

 th
e 

So
ut

h 
Da

ko
ta

 H
um

an
 R

el
a

on
s A

ct
 b

ec
am

e 
eff

ec
ve

.  
U

nd
er

 th
is

 la
w

 it
 is

 il
le

ga
l f

or
 

em
pl

oy
er

s t
o 

di
sc

rim
in

at
e 

ag
ai

ns
t p

er
so

ns
 b

ec
au

se
 o

f t
he

ir 
ra

ce
, r

el
ig

io
n,

 c
ol

or
, n

a
on

al
 o

rig
in

, c
re

ed
, a

nc
es

tr
y,

 se
x 

or
 d

isa
bi

l‐
ity

.  
M

an
y 

pr
e‐

em
pl

oy
m

en
t i

nq
ui

rie
s c

an
 b

e 
us

ed
 to

 d
isc

rim
in

at
e 

on
 th

os
e 

ba
se

s a
nd

 a
re

 b
es

t e
xc

lu
de

d 
fr

om
 th

e 
pr

e‐
em

pl
oy

m
en

t p
ro

ce
ss

.  
Th

is
 g

ui
de

 is
 in

te
nd

ed
 to

 h
el

p 
 

em
pl

oy
er

s i
de

n
fy

 su
ch

 in
qu

iri
es

 a
nd

 to
 th

er
ef

or
e 

av
oi

d 
po

ss
ib

le
 u

nl
aw

fu
l d

isc
rim

in
a

on
. 

 It 
sh

ou
ld

 b
e 

un
de

rs
to

od
 th

is
 is

 n
ot

 a
 c

om
pl

et
e 

de
fin

i
on

 o
f w

ha
t s

ho
ul

d 
or

 sh
ou

ld
 n

ot
 b

e 
as

ke
d 

of
  

ap
pl

ic
an

ts
. 

 Th
is 

Ac
t i

s n
ot

 in
te

nd
ed

 to
 p

ro
hi

bi
t e

m
pl

oy
er

s f
ro

m
 o

bt
ai

ni
ng

 a
ll 

th
e 

in
fo

rm
a

on
 a

bo
ut

 a
pp

lic
an

ts
 th

ey
 d

ee
m

 p
er

ne
nt

, s
o 

lo
ng

 a
s d

isc
rim

in
a

on
 d

oe
s n

ot
 re

su
lt 

fr
om

 a
sk

in
g 

th
e 

qu
es

on
.  

Th
is 

Ac
t d

oe
s n

ot
  

re
st

ric
t t

he
 ri

gh
ts

 o
f e

m
pl

oy
er

s t
o 

de
fin

e 
qu

al
ifi

ca
on

s n
ec

es
sa

ry
 fo

r s
a

sf
ac

to
ry

 jo
b 

pe
rf

or
m

an
ce

, b
ut

 d
oe

s r
eq

ui
re

 th
at

 n
on

‐‐
di

sc
rim

in
at

or
y 

st
an

da
rd

s o
f q

ua
lifi

ca
on

s f
or

 h
iri

ng
 b

e 
ap

pl
ie

d 
eq

ua
lly

 to
 a

ll 
 

ap
pl

ic
an

ts
.  

Q
ue

s
on

s o
n 

ap
pl

ic
a

on
 fo

rm
s a

nd
 in

 in
te

rv
ie

w
s s

ho
ul

d 
be

 li
m

ite
d 

to
 o

nl
y 

th
os

e 
ac

tu
al

ly
  

us
ed

 to
 m

ak
e 

th
e 

hi
rin

g 
or

 p
ro

m
o

on
al

 d
ec

isi
on

. 

SU
BJ
EC

T 
PR

EF
ER

RE
D
 IN

Q
U
IR
IE
S 

SU
SP
EC

T 
IN
Q
U
IR
IE
S 

N
am

e 
Ha

s a
pp

lic
an

t e
ve

r u
se

d 
a 

di
ffe

re
nt

 n
am

e?
 

O
rig

in
al

 n
am

e 
of

 a
pp

lic
an

t i
f i

t h
as

 b
ee

n 
ch

an
ge

d 
by

 c
ou

rt
 o

rd
er

. 
M

al
e 

ap
pl

ic
an

t ‐
 m

ai
de

n 
na

m
e 

of
 w

ife
. 

Re
sid

en
ce
 

Pl
ac

e 
of

 re
sid

en
ce

. 
Ho

w
 lo

ng
 h

av
e 

yo
u 

liv
ed

 a
t y

ou
r p

re
se

nt
  a

dd
re

ss
? 

Do
 y

ou
 o

w
n 

yo
ur

 h
om

e?
 

Pl
ac

e 
of

 B
irt

h 
  

Bi
rt

h 
pl

ac
e 

of
 a

pp
lic

an
t. 

Re
qu

ire
m

en
t t

ha
t a

pp
lic

an
t s

ub
m

it 
bi

rt
h 

ce
r
fic

at
e 

or
 b

ap
sm

al
 re

co
rd

. 

Ag
e*

 
U

nd
er

 1
8?

 
Su

bm
iss

io
n 

of
 c

er
fic

at
e 

of
 a

ge
 o

r w
or

k 
pe

rm
it 

in
 c

om
pl

ia
nc

e 
w

ith
 

Yo
ut

h 
Em

pl
oy

m
en

t L
aw

s.
 

Da
te

 o
f b

irt
h 

Re
lig

io
n 

or
 C

re
ed

 
Ca

n 
yo

u 
w

or
k 

th
e 

st
at

ed
 h

ou
rs

? 
An

y 
in

qu
iry

 to
 in

di
ca

te
 o

r i
de

n
fy

 re
lig

io
n,

 d
en

om
in

a
on

 o
r 

 c
us

to
m

s.
 

Ca
n 

yo
u 

w
or

k 
on

 a
 c

er
ta

in
 re

lig
io

us
 h

ol
id

ay
? 

Ra
ce

 o
r C

ol
or
 

Ph
ot

og
ra

ph
 m

ay
 b

e 
re

qu
ire

d 
a

er
 h

iri
ng

 fo
r i

de
n

fic
a

on
 p

ur
po

s‐
es

. 
An

y 
in

qu
iry

 w
hi

ch
 w

ou
ld

 in
di

ca
te

 ra
ce

 o
r c

ol
or

. 
Re

qu
es

t p
ho

to
gr

ap
h 

be
fo

re
 h

iri
ng

. 

Ex
pe

rie
nc

e 
In

qu
iry

 in
to

 p
re

vi
ou

s w
or

k 
ex

pe
rie

nc
e.
 

  

Ci
ze

ns
hi

p 
Ar

e 
yo

u 
le

ga
lly

 a
ut

ho
riz

ed
 to

 w
or

k 
in

 th
e 

U
ni

te
d 

St
at

es
? 

If 
na

ve
‐b

or
n 

or
 n

at
ur

al
iz

ed
. 

Pr
oo

f o
f c

i
ze

ns
hi

p 
(m

ay
 b

e 
re

qu
es

te
d 

a
er

 a
pp

lic
an

t i
s h

ire
d)

 
W

he
th

er
 p

ar
en

ts
 o

r s
po

us
e 

ar
e 

ci
ze

ns
. 

N
a

on
al

 O
rig

in
 

  
An

 in
qu

iry
 in

to
 p

la
ce

 o
f b

irt
h 

of
 a

pp
lic

an
t, 

pa
re

nt
s,

 g
ra

nd
pa

re
nt

s,
 sp

ou
se

. 
An

y 
ot

he
r i

nq
ui

ry
 in

to
 n

a
on

al
 o

rig
in

. 

Ed
uc

a
on

 
In

qu
iry

 in
to

 w
ha

t a
ca

de
m

ic
, v

oc
a

on
al

,  
pr

of
es

sio
na

l s
ch

oo
l a

en
de

d.
 

In
qu

iry
 in

to
 la

ng
ua

ge
 sk

ill
s a

nd
 fl

ue
nc

y,
 w

he
re

 p
er

ne
nt

. 

  

Co
nv

ic
on

, A
rr

es
t 

or
 C

ou
rt

 R
ec

or
d 

  
As

k 
or

 c
he

ck
 in

to
 a

 p
er

so
n’

s a
rr

es
t, 

co
ur

t o
r c

on
vi

c
on

 re
co

rd
 if

 
no

t s
ub

st
an

al
ly

 re
la

te
d 

to
 fu

nc
on

s o
f e

m
pl

oy
m

en
t. 

Re
la

ve
s 

N
am

e 
of

 re
la

ve
s a

lre
ad

y 
em

pl
oy

ed
 b

y 
th

is 
co

m
pa

ny
. 

N
am

es
 a

nd
 a

dd
re

ss
 o

f a
ny

 re
la

ve
s o

th
er

 th
an

 sp
ou

se
 a

nd
  

de
pe

nd
en

t c
hi

ld
re

n.
 

N
o

ce
 in

 C
as

e 
of

 
Em

er
ge

nc
y 

N
am

e 
an

d 
ad

dr
es

s o
f p

er
so

n 
to

 b
e 

no
fie

d 
in

 c
as

e 
of

 a
cc

id
en

t o
r 

em
er

ge
nc

y.
 

N
am

e 
an

d 
ad

dr
es

s o
f r

el
a

ve
 to

 b
e 

no
fie

d 
of

 a
cc

id
en

t o
r  

em
er

ge
nc

y.
 

Se
x 

or
 M

ar
ita

l 
St

at
us
 

Ca
n 

yo
u 

w
or

k 
th

e 
st

at
ed

 h
ou

rs
? 

Se
x 

or
 m

ar
ita

l s
ta

tu
s o

r a
ny

 q
ue

s
on

 w
hi

ch
 w

ou
ld

 d
et

er
m

in
e 

sa
m

e.
 D

oe
s y

ou
r 

sp
ou

se
 h

av
e 

an
y 

ob
je

c
on

 to
 y

ou
r w

or
ki

ng
? 

Sp
ou

se
’s

 o
cc

up
a

on
. 

Do
 y

ou
 h

av
e 

pr
e‐

sc
ho

ol
 c

hi
ld

re
n?

 

Pr
eg

na
nc

y 
In

qu
iri

es
 in

to
 fu

tu
re

 jo
b 

av
ai

la
bi

lit
y 

an
d 

fu
tu

re
 e

m
pl

oy
m

en
t p

la
ns

. 
Ar

e 
yo

u 
pr

eg
na

nt
? 

Do
 y

ou
 p

la
n 

to
 h

av
e 

a 
fa

m
ily

? 
Do

 y
ou

 p
ra

c
ce

 b
irt

h 
co

nt
ro

l?
 

Re
fe

re
nc

es
 

  
Re

qu
es

t r
ef

er
en

ce
s f

ro
m

 a
pp

lic
an

t’s
 p

as
to

r. 

P
ri

n
te

d
 o

n
 r

e
c
y
c
le

d
 p

a
p
e
r 

R
E
V

 1
0
/2

0
1
6
 

*C
ov

er
ed

 b
y 

th
e 

Fe
de

ra
l A

ge
 D

isc
rim

in
a

on
 in

 E
m

pl
oy

m
en

t A
ct

 o
f 1

96
7.

 
Fi

ve
 th

ou
sa

nd
 c

op
ie

s o
f t

hi
s p

ub
lic

a
on

 w
er

e 
pr

od
uc

ed
 b

y 
th

e 
So

ut
h 

Da
ko

ta
 D

ep
ar

tm
en

t o
f L

ab
or

 a
nd

 R
eg

ul
a

on
 a

t a
 

co
st

 o
f 3

 c
en

ts
 p

er
 c

op
y.

  
Au

xi
lia

ry
 a

id
s a

nd
 se

rv
ic

es
 a

va
ila

bl
e 

up
on

 re
qu

es
t t

o 
in

di
vi

du
al

s w
ith

 d
isa

bi
li

es
.  

St
at

e 
an

d 
fe

de
ra

l l
aw

s r
eq

ui
re

 th
e 

De
pa

rt
m

en
t o

f L
ab

or
 a

nd
 R

eg
ul

a
on

 to
 p

ro
vi

de
 se

rv
ic

es
 to

 a
ll 

qu
al

ifi
ed

 p
er

so
ns

 w
ith

ou
t r

eg
ar

d 
to

 ra
ce

, c
ol

or
, c

re
ed

, 
re

lig
io

n,
 a

ge
, s

ex
, a

nc
es

tr
y,

 p
ol

i
ca

l a
ffi

lia
on

 o
r b

el
ie

f, 
na

on
al

 o
rig

in
, o

r d
isa

bi
lit

y.
 


