Advertising

In placing ads or posting job notices,
employers should be careful not to indicate
preferences according to age or sex. Itis
unlawful for ads or notices to contain terms
such as age 25—35, boy, girl, college
student, housewife. Itis acceptable to state:
part-time during school hours, 20 hours per
week, hours eight to five, etc.

Ads should not be placed under the heading
Help Wanted-Male or Help Wanted-Female.
Job titles designating a man or woman
should be replaced with neutral titles:
Salesman > Salesperson, Girl Friday > General
Office, Pretty or Handsome > Well Groomed.

Testing

In order to be lawful, tests must have a valid
relation to the jobs they test for. The tests,
their administration and the action taken on
their results must not be designed, intended
or used to discriminate. Employers should
note that many paper and pencil tests
have been found to be discriminatory
against minorities because they have a
disproportionate impact on minorities and
have not been validated.

Terms, Conditions & Privileges

The S.D. Human Relations Act prohibits
discrimination in the terms, condition and
privileges of employment. This does not
mean only wages. An employee is

entitled to equal treatment in: rotation of
assignments, transfers, promotion and
seniority, dress and appearance, use of
company facilities, 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 condition of employment.

Sample Application Form

This sample application 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?7 Yes __ No

EDUCATION AND TRAINING
Circle last year completed: 12345678910111213141516 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-time

Are you willing to have your most recent employer contact? Yes__ No__

Begin with your present or last work, complete fully—especially
description of duties, responsibilities and number you supervised.
Include volunteer work.

Employed from to Total Yrs. __ Mos. __ Hrs./Wk.
Position Held Starting Salary Last Salary

Reason for leaving Name of Employer

Address City/State/Zip

Immediate Supervisor Title

Description of Duties

Employed from to Total Yrs.___ Mos. __ Hrs./Wk. ___
Position Held Starting Salary Last Salary

Reason for leaving Name of Employer

Address City/State/Zip

Immediate Supervisor Title

Description of Duties

For more information, call or write:

Department of Labor and Regulation
Division of Human Rights

700 Governors Drive

Pierre, SD 57501-2291

605.773.4493

S.D. Department of Labor and Regulation

Division of Human Rights

700 Governors Drive

Pierre, SD 57501-2291

Division of Human Rights

Pre-Employment
Inquiry Guide

What you need to know.

south dakota department of

labor <
regulation

700 Governors Drive
Pierre, SD 57501-2291
Tel: 605.773.4493 « Fax: 605.773.4211

www.sdjobs.org
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