Working papers guidelines and instructions for application

Moirah Central School Students who wish to obtain a job must have working papers.

Although the NYS Education Department administers the system of providing minors in
our state with working papers, they are not authorized to issue them. Working
Certificates are issued to applicants by our public schools.

You may obtain an application for working papers in the High School- or you may print the
application that is on the MSC website

To obtain working papers certain guidelines must be followed. Required by law, we adhere
strictly to these guidelines ..... Be sure to read these guidelines and follow them closely, this will

ensure a quick process.

New York State requires all minors under the age of 18 to have a yearly physical. We must have

proof of an updated (within one year) physical.

Directions for the application:

e Part one (Parental Consent)-must be filled out with your social security number and
signed by a parent or guardian- be careful to read this and fill it out accurately. (this is
the only part filled out by applicant)

e Part two (evidence of age)- will be obtained from our enrollment data.

e Part Three (evidence of Physical Fitness) -we must have a physical on file -either in the
nurses data base or you must bring us the evidence so we may add it- this physical must
be within a year or you will have to get a new physical from your doctor, and produce
proof of that physical. Once you have returned the signed application and evidence of
the physical you will be issued a working card.

e YOU MUST BE PRESENT TO PICK UP YOUR CARD. It must be signed in front of a

witness.

*The High School Office keeps your application on file and will issue duplicate cards if it is lost,

or destroyed.

For more information on age guidelines, allowable days and hours, and/or questions on
employment for minors you can visit the NYS Education Department website at-

www.emsc.nysed.gov/sss/PupilServices



GENERAL INFORMATION

An Empluymcnl Certificate (Student Nonfactory, Sludcnt thcral ‘or Full Time), may be.used for an unlimited numbcr of
suécessive Job placements’ inlawiul. employmeint pcrmulcd by thc pariicular. type. ol-certificate,

A Nonfaclory Employmcnt Ccruflcalc is valid- [or 2 years from- the date ‘ofissugnce or until.theistudent turns 16 years old,
with ‘the-éxdeption of # Limited: Emp!oymcn! Certificate. A Limiled Emp]oymcm ‘Certificate is va]ld for'a maximum of 6 months
unlessithe Hmitation aoted by the physiclan is'permaient, then the éarilficate will remain-valid until the'minor changcsjnb 1. may
be acccplcd only by: the: cmployer mdlcaled an the ccrllflcalc ‘

A new; Ccmﬁcalc of Phymcal Fuum m rcqnu‘cd when-2pplying for a:different type.of employment u:mﬁcxtc. xf more ‘thar
12 months hive: clapacd dince the pn:wom: phyzical. for cmployment.

An employer: shall retain lhc cerrifi
oL ExplralA loyn ;
‘be revoked, by~.s,chool diserlcr authorities f61 €anss,

ile on file for the.duration E:thi minor's employmetit..Upon igrminidtion of employment,
ol validity; the: cale. shall be‘returned to the minor, A c¢ertificate may,

A mingr employed-as.a Newspaper: Carrier, Streel Trades Worker, Farmworker,; or. Child Madel; must obtain. the. Special
Dccupalmnal Permit: requm:d’_v N .

ay- bc cmploycd aga ‘caddy, babysiller; or'in tasual employment consxsnng of yard wurk
o:,aucnd school Employmcnl certification for'such employment iginot min 515y,

A-minar 147 years” of: ageand o
and holisehold éhdres when: nol: rcqux

Anemployer:of 4 minor'in an occupation which does.notrequite employment certification should réqucstia Cértificale of Age.

. PROHIBITEDEEMELOYMENT

Minors 14 and 15 yesrs'| may not-be"employed ir
’m an.enclgsed-office therenh), orilcértdin hazardg | : e & :
'ofwashmg 4 g ng; cutting;. slicing, pressing.or mi } ' y!can.ing n conncclion;
with.the mainenanee of a bu1lding or:structufe; and' olhcrs hsled ln Sccuon_% 33 of Lhe N:w York Slatc Labor Law,

Mindrs 16 and 17’ years of- age may.not be employcd i : am;hazard’ us occupations $uch gs: condtriction worker; helper on
@-motar veliicle, e opéralion ofvarious kinds of pawer-driver machine i and-others listed i in Section 133 of the New York State
‘Labor Law. '

HOURS OF EMPLOYMENT

Minors may,nol. be cmploycd durmg lhe hours’ lhcy"rarc‘rcquir:d to attend $chool,
: | any occupanon (exccpl farmwork and- dclivermg, or scllmg and dclivermg

school- day, more than 8 hours on-z-nonschool day; more/than 6 dayé:in.-#ny week, for.a
A 'cck or @ maximum .of'23 hours: ‘per-week: i enrolledin 2 supervised work study program

moré U‘ian § hour on”‘ny day. 6-days m any wcck for a maxlmum of 40 bours: per? wcck
- aftcr ‘9 pim. jor before 7 aim.

This: cértificale s not valid for wWork associated with néwspaper carrier, agriculture or modeling.
Minors 16 -and 17 ycar of age. may not be: cmployed -

When'school is'im ﬁwlos-

— .mgreithan 4 hours an daysipreceding school: days more than'8 hours on days not preceding: .ﬂ.cbool days (Friday, Saturday,
Sunday and holidays) 6:days iniany week, for a maximum of 28 hours. per week .

— . belween 10 pem..and. 12 madmghl on days followed by a. school day withoutrwritten” consent of parent or guardian and g -
‘certificdte of salisficlory.academic: s:andmg from:the ‘minor's school (lo be vahda!cd aL. lhc end of: cach marking. pcnod)

— vbelwcen 10 p.m; and’ 12 mldmghl gn'davs not followed by a schodl day without. Writtén.consent of parcnl or guardian.

thn sclmol i not ‘in xcssion;
— .more than 8 ‘hours on-any-dayy 6 days in“any week, for 4 maximum of 48 hours per weck.

=

EDUCATION LAW, SECTION 3233

"Any person who knowmgly makes'a false stalement. In orin relation 16 any application made for sn employmént certificats
Orpermitids lo any 'matter by this.chaprerio appear.in: any affldavu, record, Lranseript, certificate or permit-therein provided for,
is guilty-of'a misdemeanor,”



THIS APPLICATION DOES NOT AUTHORIZE EMPLOYMENT
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THE UNIVERSITY OF THE STATE OF NEW YORK

THE STATE EDUCATION DEPARTMENT
ALBANY, NY 12234

APPLICATION FOR EMPLOYMENT CERTIFICATE
See reverse side of this form for information concerning employment of minors.
All signatures must be handwritten in ink, and applicant must appear in person before the certifying official.

PART I - Parental Consent — (To be completed by applicant and parent or guardian)
Parent or guardian must appear at the school or issuing center to sign the application for the first certificate for full-time employment,
unless the minor is a graduate of a four-year high school and presents evidence thereof. For all other certificates, the parent or

guardian must sign the application, but need not appear in person to do so.

Date........ocooooien,
S SO Age
|Applicant]
HOmME AdAIESS ... ..ot e e, APPY fOT @ certificate as checked below
[Full Home Address including Zip Code|
[} Nonfactory Employment Certificate — Valid for lawful employment of a minor 14 or 15 years of age enrolled in day school when
attendance is not required.
m} Student General Employment Certificate — Valid for lawful employment of a minor 16 or 17 years of age enrolled in day school
when attendance is not required.
[} Full-Time Employment Certificate — Valid for lawful employment of a minor 16 or 17 years of age who is not attending day
school.

1 hereby consent to the required examination and employment certification as indicated above.

PART 11 - Evidence of Age — (To be completed by issuing official only)
— Check evidence of age accepted — Document # (if any) ...

[Date of Birth]

Birth Certificate State Issued Photo 1.D Driver’s License Schooling Record Other...................
{Specify]

PART Il — Certificate of Physical Fitness

Applicant shall present documentation of physical exam from a school or private physician, physician’s assistant or nurse practitioner
licensed to practice within New York State. Said examination must have been given within 12 months prior to issuance of the
employment certificate. Date of physical exam on file withschoo! ................. .. If physical exam is over 12 months, provide
student with certificate of physical fitness to be completed by school medical director or private health care provider.

If the physical exam or Certificate of Physical Fitness is limited with regards to allowed work/activity, the issuing official shall issue a
Limited Employment Certificate (valid for a period not to exceed 6 months unless the limitation noted by the physician is permanent,
then the certificate will remain valid until the minor changes jobs. Enter the limitation on the employment certificate. THE
PHYSICIAN’S CERTIFICATION SHOULD BE RETURNED TO THE APPLICANT.

PART IV — Pledge of Employment — (To be completed by prospective employer)
Part IV must be completed only for: (a) a minor with a medical limitation; and (b) for a minor 16 years of age or legally able to
withdraw from school, according to Section 3205 of the Education Law, and must show proof of having a job.

The undersigned will employ .........cooovi it residing at ...
[Applicant]
B Lttt et e e e e e e e et e AL o e
|Description of Applicant’s Work] |dob Location]
for ... days per week ................... hours per day, beginning ........................ AT Lo p.m.
............................................ Factory ending........coooeeeiin i BN P

NONfaClory

Startingdate ...........o. e
|Signature of Employer|

|Telephone Number]

PART V — Schooling Record — (To be completed by schoo! official)
Part V must be completed only for a minor 16 years of age who is leaving school and resides in a district (New York City and Buffalo)
which require a minor 16 years of age to attend school, according to Section 3205 of the Education Law.

T eertify that the reCoTds OF ... e e e

Show that whose date of birthis ... ... ..

Isimgrade.......ooo
|Signature of Principal of Designee|

PART VI~ Employment Certification —~ (To be completed by issuing official only)
Certificate Number ... Date Issued ...

[Signature of Issuing Officer]

|Schootl or Issuing Center| |Address]



AT-16 THE UNIVERSITY OF THE STATE OF NEW YORK
THE STATE EDUCATION DEPARTMENT
Albany, New York 12224

PHYSICAL FITNESS CERTIFICATION

(Name of Applicant) (Address)

~Male ~Female

(Date of Birth)

INSTRUCTIONS TO PHYSICIAN:
Complete Part A unless certificate is limited --in which case complete Part B

A. I hereby certify that I have examined the above-named applicant and find he/she is
physically qualified for lawful employment.

(Date of Physical) (Signature of Physician)
(Address of Physician)
B. I hereby certify that I have examined the above-named applicant and find he/she has a

disability that requires limited employment.

(1) Disability----

(2) Occupation----

(3) Employer----

(Date) (Signature of Physician)

(Address of Physician)

If a limited certificate is indicated, the disability, occupation, and employer must be indicated to make
this certificate valid.



