
The Low-Down
· Working papers serve as the student's official employment certificate.  Working papers were established to make sure businesses do not work students too many hours while they are in school and in the summer as well. 
· Working papers are not required when applying for a job, only after they’ve been hired. However, they need to be submitted before the student starts working.  

· They will need working papers if they are under 18 years old.  Working papers are divided into two age groups (14-15 and 16-17): 
· 14-15 year olds - working papers (they are actually cards) are blue. If the student is 14 and 15 years old, they are issued these working papers because they are not allowed to work in a factory. 
· 16-17 year olds (in school) - working papers are green. The difference between 14-15 year old working papers and 16-17 year old working papers is that the student is allowed to work in a factory. She/he cannot work around certain machines, do construction work, help on a motor vehicle, clean, oil, wipe, or adjust belts on machinery. 
The Steps
 

· The student must go to the Nurse’s Office and put their name on the Working Papers’ clipboard. At the end of the day or the next day they must return to the Nurse’s Office to pick up their application for their employment certificate. 

· They must fill out the required sections and get a parent’s signature. They must take the completed application back to the Nurse’s Office with proof of a physical within the last 12 months if the Nurse’s Office does not have one on file (note: the physical is often a barrier). 

· The student then returns to the Nurse’s Office either at the end of the day or the next day to pick up their Working Papers (it’s really a blue or green card) to give to their new employer. 

· If a student leaves one job and finds another, they will have to get a new “card” to give to their new employer. When they visit the Nurse’s Office, the student should write the word, “duplicate” next to their name on the Working Papers clipboard. This will speed up the process.    

· NOTE: from start to finish the process can take as little as two days, but it depends on how responsible the student is when submitting the necessary documentation.
 

The Useful Tips
 

· When the student turns 16 they will need to go from their 14-15 year old working papers (blue) and get their 16-17 year old working papers (green). 

· Before they start work at a new job, the student must give the employer the blue or green employment certificate. Employers are not allowed to accept photocopies of working papers. If the student loses their working papers, he/she will have to go back to the school and ask for a duplicate (copy) to be issued to them. 

· If students are interested in getting working papers during the summer months when the Nurse’s Office is closed, please report to the Main Office, they will help you.
For a list of jobs and tasks that students under 18 can and cannot perform, please visit the Department of Labor for more information (click the link below). If you have any questions, please don't hesitate to contact me. Thanks, have a great day.

http://www.labor.ny.gov/workerprotection/laborstandards/workprot/stprhboc.shtm#NYS_NG_OCCUP_18
Information regarding Working Papers for students under 18











