Dear Parent/Guardian,

You are receiving this packet because your student has requested an employment
certification form (working papers). Enclosed you will find a sample of the
certificate, an informational packet for parents, the State’s guidance for hours, as
well as a blank certificate.

Certificates should be completed in order (from Section A-F), by the
person/institution listed on the sample certificate.. A student does not require
working papers to apply for jobs and there is no need to fill out an employment
certificate unless the student has actually been offered a job.

Please feel free to contact me with any questions.
Thank you

Deb Ott

Transition Coordinator
Chapel Hill Academy

973 686 0004 x1106
deb.o@chapelhillacademy.net



NEW JERSEY DEPARTMENT OF EDUCATIC: ; A M P L E Date Printed:

A300 Combined Certification Form Latesy ui previously issued certificates (if applicable):
DCooperative Education Experience (CEE) - Hazardous Occupation I:!CEE - Non-Hazardous Occupation DPaid Structured Learning Experience

=
A. Minor’s Personal Information

™™™ Section A must be completed by th t
Street Address (Line 1) Floor/Apt. No. (Line 2) !)B ot Birth ygc ity of Birth
City State Zip Code | County of Birth State/Country of Birth
Telephone No. Cell/Alternate No. D Male Height Hair Color

D Female Weight Eye Color
Parent/Guardian First Name Parent/Guardian Last Name Distinguishing Facial Marks (if applicable)

Parent/Guardian Address (if different than minor’s address) Floor/Apt. No. (Line 2)
I hereby authorize the employment of my child as specified below under
Employment Information.

City State Zip Code

Parent/Guardian Telephone No. Alternate Telephone No.

Signature of Parent/Guardian Date

__-PW_—_
""*Section B must be completed by the employer___

Street Address (where minor will be employed) Floor/Suite (Line 2) Minor’s Job Titl€ (Be specific)

City State Zip Code | 15 liquor sold on the premises? I:l Yes I:I No

If Yes, are the entire premises licensed? D Yes I:’ No

If No, describe what areas of the premises are licensed, including any
outside grounds:

Contact Person Name

Telephone No. Alternate Telephone No.

Minor’s Hours of Work (Provide daily hours and/or start and end times) Promise of Employment: 1 have offered employment to the above
named minor for the hours stated. Iunderstand that these hours may be
flexible but may not exceed the number of hours permitted by law

Mon Tues Wed Thurs Fri according to the age of the minor.
Sat Sun Total Hours for Week:
Wages: Per Hour Weekly Other ~ Signature of Employer Date

C. Physicia“"- Mawbifinnéinem 4 L

smmeSection C must be completed by a physician=

[ Physically Quinicu Li & 0y ARy \JUGATAINA v L L AUALD YPALLE, (ALLLILLIUR

Signature af Doctor Date Address

. Proot o ge e Tecuing OWTirorls T have avamined the nrand af aae enhmitterd by the shaus named minar whish swac in tha farm af /colont ano):

0w S@ction D will be completed by Chapel Hill

D Affidavit of Parenvuuaiuian wgeiict wiun 1) plysician > stateiieiit 01 opiiiui as Wwhige o1 1o, auu 25 scudur 1ecuiu vt dge g we avove vawe uf birth

. 1o be completed By school that the minor atienas,

°  Section Emustbe Section F must be
' completed by Chapel Hill | completed by student's
i home district

Last Grade Completed [ Regular Employment Certificate

[] Vacation Employment Certificate (summer & other school vacations)

The above named minor attends school in this district and has completed the work ] Age Certificate (issued to persons 18 to 21 years of age)  Age:

of the above grade. To the best of my knowledge the minor can do the work
proposed without impairment of progress in school.

Signature of Minor Date

Signature of Principal Date

Signature of Issuing Officer Date of Issue Certificate No.

A300 (R-6-16-2020) New Jersey Department of Education



NEW JERSEY DEPARTMENT OF EDUCATION
A300 Combined Certification Form

DCooperative Education Experience (CEE) - Hazardous Occupation

D CEE - Non-Hazardous Occupation

Date Printed:
Date(s) of previously issued certificates (if applicable):
DPaid Structured Learning Experience

A. Minor’s Personal Information

First Name M.L Last Name Social Security No.
Street Address (Line 1) Floor/Apt. No. (Line 2) Date of Birth Age City of Birth
City State Zip Code | County of Birth State/Country of Birth
Telephone No. Cell/Alternate No. DMale Height Hair Color

D Female Weight Eye Color
Parent/Guardian First Name Parent/Guardian Last Name Distinguishing Facial Marks (if applicable)

Parent/Guardian Address (if different than minor’s address)

Floor/Apt. No. (Line 2)

I hereby authorize the employment of my child as specified below under

City State

Zip Code

Employment Information.

Parent/Guardian Telephone No. Alternate Telephone No.

Signature of Parent/Guardian Date

B. Employment Information

Employer Business Name

Type of Business/Industry

Street Address (where minor will be employed) Floor/Suite (Line 2) Minor’s Job Title (Be specific)
City State Zip Code | s liquor sold on the premises? D Yes D No
If Yes, are the entire premises licensed? D Yes D No
Contact Person Name . . . . .
If No, describe what areas of the premises are licensed, including any
outside grounds:
Telephone No. Alternate Telephone No.

Minor’s Hours of Work (Provide daily hours and/or start and end times)

Promise of Employment: I have offered employment to the above
named minor for the hours stated. Iunderstand that these hours may be
flexible but may not exceed the number of hours permitted by law

Mon Tues Wed Thurs Fri according to the age of the minor,
Sat Sun Total Hours for Week:
Wages: Per Hour Weekly Other_~ Signature of Employer Date
C. Physician’s Certification (i be completed by licensed physician): 1 hereby certify that I have examined the above named minor on
and I designate the minor’s physical qualifications regarding the above promise of employment as: (Date)

] Physically Qualified

[ Physically Qualified with the following limitations

Signature of Doctor Date Address

D. Proof of Age (for Issuing Officer): 1 have examined the proof of age submitted by the above named minor which was in the form of (select one):

[ Birth Certificate  [_] Baptismal Certificate  [_] Passport

[J Other documentary proof in existence for at least one year (specify):

[ Affidavit of Parent/Guardian together with 1) physician’s statement of opinion as to age of minor, and 2) schoo! record of age and the above date of birth

E. School Record (o be completed by school that the minor attends)

F. Issuing Officer Certification

School District County School District County
Name of School School District Address

School Address Telephone No.

Last Grade Completed [ Regular Employment Certificate

The above named minor attends school in this district and has completed the work
of the above grade. To the best of my knowledge the minor can do the work
proposed without impairment of progress in school.

Signature of Principal Date

[ vacation Employment Certificate (summer & other school vacations)
[ Age Certificate (issued to persons 18 to 21 years of age) ~ Age:

Signature of Minor Date

Signature of Issuing Officer Date of Issue Certificate No.

A300 (R-6-16-2020) New Jersey Department of Education







INSTRUCTIONS FOR A300 COMBINED CERTIFICATION FORM

Pursuant to Executive Order 135 (Murphy) (2020), for the duration of the Public Health Emergency declared in Executive
Order No. 103 (2020), the provisions of N.J.S.A. 34:2-21.8 and N.J.S.A. 34:2-21.10, requiring the personal appearance of the
minor, and, under certain circumstances, the minor’s parent or guardian, before school district issuing officers in order to apply
for or sign employment certificates may be satisfied through the use of audio-visual technology. Each public-school district
shall develop and implement procedures to satisfy the statutory requirements without requiring in-person contact between the
school district issuing official and the minor, under the following conditions: a. During the application process, the child and
the school district licensing officer may transmit a single copy of all required documentation by way of electronic transmission,
fax, or any other means of transfer of documents developed by the school district that avoids in-person contact, is secure, and
maintains the confidentiality of the documents; b. The video conference shall be live and must allow for interaction between
the child and the school district issuing officer, and when applicable, the parent or guardian. During the video conference, the
child shall verify his or her identity, authenticate the documents submitted, and sign the application, in a way that is visible and
audible to the school district issuing officer; and c. Following the video conference, the child shall transmit the signed
certificate, by electronic or other means as determined by the school district, to the issuing officer, who shall make the
requisite copies and distribute the original and copies as required by N.J.S.A. 34:2-21.7

1. Employment Information (section B) — After you have completed your personal information (section A), bring your
certification form to the employer. The employer completes the Employment Information and signs and dates the Promise of
Employment. If any of the employment details have been pre-filled and are incorrect, the employer must cross out the
incorrect information and enter, initial and date the corrections.

2. Physician’s Certification (section C) — The school district is responsible for performing the physical examination at no cost to
you or your parents. A school physical (including a sports physical) performed during freshman year is good for all four years
of high school (unless the school district policy specifies more frequent physicals).

If your parent/guardian prefers that you be examined by a doctor other than the one employed by the school district, you may
do so at your parent/guardian’s expense. A minor is not required to obtain a physical if the parent/guardian objects (in writing)
based on their religious beliefs and practices.

3. Proof of Age (section D) - If the school does not have a copy on file, you may be asked to provide a birth certificate, passport,
baptismal certificate or other identification documentation to the School Issuing Officer.

4, Parent/Guardian Authorization (section A) — Your parent/guardian must indicate his/her authorization of your employment as
specified in the Employment Information by sighing and dating the Parent/Guardian authorization.

5. School Record/Issuing Officer Certification (sections E & F} - Present the completed certification form to your school district.
A designated school official will review the form and issue the working papers only after being satisfied that the working
conditions and hours will not interfere with your education. The official may refuse to issue working papers if such refusal
would be in your best interest.*

* See above Executive Order 13 (Murphy) (2020) for temporary instructions.

IMPORTANT INFORMATION

Hours of Work — 14 & 15 Year Olds

e no more than 3 hours a day on a school day

e no more than 18 hours a week during a school week

e may not work before 7:00 am or after 7:00 pm during the school year

e summer vacation: may work up to 8 hours a day, 40 hours a week, and may work up to 9:00 pm with written parental
permission (which must be on file with the employer)



Hours of Work — 16 & 17 Year Olds

e no more than 8 hours a day

e no more than 40 hours a week

e may not work before 6:00 am or after 11:00 pm
Exception: may work after 11:00 pm (up to 3 am provided work begins before 11 pm) during regular school vacation
and when there is no school the next day with written parental permission (which must be on file with the employer)

Hours of Work ~ All Minors

e no more than 6 consecutive days
e may not work more than 5 continuous hours without at least a 30-minute meal break

Hours of Work - School-Sponsored Cooperative Education Experiences, Apprenticeships and Paid Structured Learning
Experiences - Training site experiences may not exceed five hours on any day that school is in session nor may the
combination of school and work exceed eight hours on any day that school is in session.

Prohibited Work~ Certain potentially hazardous jobs are prohibited for minors based on the age of the minor. For a complete
list of prohibited occupations, visit the Department of Labor and Workforce Development’s website at www.nj.gov/labor and

click on Wage & Hour.
www.nj.gov/education - New Jersey Department of Education

www.nj.gov/labor (click on Wage & Hour) — New Jersey Department of Labor and Workforce

A300 (R-6-16-2020) New Jersey Department of Education
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8 Your Child’e Job

§ € A Pareni’c Guide to
b~ |\ Child Labor Lawe
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Working Together
to Keep New Jarcey Working

Phil Murphy, Govetnot
Sheila Oliver, Lt. Governot
Rabert Asaro-Angelo, Commigsioner






hen your teenager gete a job, you may feel bath pleaced and concerned. On the
one hand, you may be pleaced to know your child will be learning new ckills and
celf-confidence, and aleo eathing money. Your daughter or con ie growing up.

On the other hand, you may worry that the time cpent on the job will affect
cchoolwork and recult in low gradec. You might be concetned about your child'e eafety,
gince teene are more likely than adulte to be injured at work.

What can you do to make your teehager’s job a pogitive experience for everyone
involved? Child labor lawe are decigned to protect the health and education of workers

under 1€ yeare of age. You can help your child bect by knowihg what thoce profectione
are and how they are enforced.

Thic booklet detaile the rolec of the cchool, the employer, and the patent in putting
the New Jercoy child Iabor lawe to work for you. It explaine what to do if an employer
pute your child at rick. Thig information can help you to be one of the more impottant
recourcee in your child’e working life.
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The School’e Role

Children under 1€ yeare old (minore) who work in New Jercey muct have an
employment cetificate — alco called “working
: papere.”

Your con or daughter can get blank working
papere (form AS0Q) online at nj.gov/Iabor (cee
back cover for inctructione) or from their local echool
dictrict. Doing ceaconal work in g different part of the
ctate?” The young worker can get working papers in
that town’e echool dictrict.

A decignated echool official iceuec working
papete only after being eaticfied that the working
conditiong and houre will not interfare with a ctudent’e
aducation or damage a ctudent’e health. The official

may refugce to iccue working papere if euch refueal would be in the minot’e beet inferect.

l.........l........e.....l.............
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The high school principal cighe a ctatement that “to the bect of my knowledge the
minor can do the work propoced without impaitment of pragreee in echool.”

The Phygical Exam

The cchool digtrict ie racpongible for performing the phygcical
examination at no coct to the minor or minot’s parente.

A minat i¢ hot raquired to obtain a phygical if the parent or
guardian objecte (in writing) baged on theit religioue beliefe and
practices.

If you prefer that your child be examined by a doctor other than
the one employed by the school district, you may do co af your own
expenga.

Only one phygical ic required for working papere. A cchool
phygical performed during frechman year ic good for all four yeare of high echool
(unlece the echool dictrict policy epecifies more frequent phygicalg).



The Employer’e Role

The employer completeg the Promige of Employment

A progpective employer must take ceveral important stepe before hiting a young
worker. Affer the employer and minor diceuce the job and agree about duties, pay, and
houre, the employer givee 3 verbal promice of employment. The minor then provides the
employer with a working papere form to fill out and cign the Promice of Employment.
On the working papets form, the employer:

® notec the trade name and addrece of the location whete the minor will actually
work

® cpecifically doceribec the minot’e job/title or the job duties

® approximatec the houte and days the minor will work

® indicatoc if employment ic regular (during echool year) or vacation (cummaet)
® nofes the rafe of pay

® cighe and dafes the employer cection.



The employet muet comply with the New Jercey child Iabor law.

An employer who violatec the law ricke
cybetantial finec.

Employere cometimeg urge minote
to “fudge” their time carde to chow only
pbarmitted houte. They might imply that
the minor would be guilty of a child [abor
violation if their time card chowed the
true houre. Such employere are violating _
child labor lawe and other wage and hour _ i
lawe. On page 12 of thic booklet we offer d 2
euggectione for dealing with thie problem. ..



Employere muet know the lawe related to:

kaoping recorde of houre worked and wagee paid

poctere (Employere are requited to dicplay certain postere detailing wage and
hour lawe.)

minimum wage
meal periode/tect petiode

the number of daye or houre minote gra permitted fo work — when school ic in
coccjon, ot duting the cummer

how Iate at night minote are permitted fo work

what occupatione, machinery, or processes are prohibited.

Coveral free publicatione provide thic information (cee back cover).



A minor i¢ entitled to minimum wage in the following industriec:

® rotail/mercantile

® heauty culture

® [gundry/cleaning/dyeing

® light manufactuting/apparel

® firct proceceing of farm producte
® hofel and motel

® food corvice (rectaurant).

Certain workplacee are not requited fo pay minimum
wage. Some examplee are nhureing homee, boardwalk and other
cegeonal amucemente, eummer eampe, profeccional officee,
and librariee. However, jobe related to food cervice in any of
thoge placee requiree payment of minimum wage.

.I......‘l..l....llel...l............C.
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For the current houtly minimum wage, pleace vieit
nj.gov/labor and click on Wage & Hour.

Here'c 3 tip!

Where tipe are patt of the pay, the cum of cach wagee plue
tipe earned in a week, and meal credite (where meale are provided),

divided by houre worked during that came week, mugt amount to at
leaet the minimum wage.

Ctop! Don't touch that clicer!
Employere who permit minore fo uge or work near deli clicere,

forklifte, or any of a long lict of hazardous machinery or jobe violate
child labor lawe and rick a young worker'e health and cafety.

......lll.......l..@.............I...‘.



A rocpongible employer analyzes the tacke that young wotkere do, and rulee out
prohibited machinery and procecces. Child Iabor lawe require that employere dicplay a
pocter that liste prohibited occupationg. The poster muct be dieplayed on the premicec
whare any minor worke.

Conetryction ie 4 prohibited occupation

Minote may nhot:

® oroct, alter, repait, renovate, demolich, of remove any building or ettucture;

® oxcavate, fill, or grade citec
® oxcavate, repait, ot pave roade and highwayge

® or do any work within 30 feet of thece operatione.



The Parent’c Role

The echool playe a role in deciding whether your child can work, and the employetr
ic recponeible for complying with labor lawe. You have the righte and recponeibilitiee
of the parent: overeight, hurture, and protection. You are the final and bect word in
decicione involving your child’c job.

Yout child may need your help to produce proof of age. If the echool doe¢ not
have a copy on file, you may be acked to provide a birth cerificate, paseport, bapticmal
cettificate, or other identification documentation.

Cign on the dotted line ...

The working papete form hac cpace for your sighatute,
name, and addrece. Legal houte for minote are aleo specified on
the back of the working papete. You may sometimes let your child
work lafer than the time genarally allowed by the child Iabor law.



Duting the eummer when echool ie not in ceccion, 14 and 15 year olde with written
parental permiccion may work until 9:00 p.m. (the ucual ie 7:00 p.m.). Under cimilar
circumetancee, 16 and 17 year olde may work after 11 p.m. — and in certain jobe after
12 midnight. If you think your child ic working too many houre, check the full text of
the New Jercey child Iabor law. (See the back of thie booklet for contact information.)

Nobody under 1€ may wotk more than € houre in a day, or 40 houre in 3 weok.
Even if minore are paid for the overtime, it’c ctill againet the law!

If you want to help your child keep track of houre and wages, hang a calendar in 3
convenient place to record daily work timee. Save pay clipe and check the houre with
the calendar.

Encouraga your child to be aware of the lawe that protect them.



® ©® © @ ® © 0O ®# ® @ © @€ © © ® © © © © © ¢ o © ¢ © & e ©¢ © © & @& & © O © © O o @

What if an employer acke your child fo work excescive houre or do
prohibited  work?

I you think the employer ic carelece or unaware of the law,

- problem without making a formal complaint. Most employers
would rather comply with the law than pay the finee for
violating child Iabor laws.

If thic approach doeg not colve the problam, you may file
g formal complaint with the government agenciec that enforce
labor lawe. (Phone numbere and addreccac are listed on the back
of thie booklet.) If you file 2 complaint, you and youtr child may
be acked to cubmit affidavite and other evidence of your claime.

.............l.....@....l...l..........



The Covernment’e Role

Qtate and federal governmente enact and enforce labor lawe. The Divicion of
Wage and Hour Compliance of the New Jercay Dapartment of Labor and Workforce
Development prapared thie booklet. Wa enforce New Jereey lawe and regulatione
concerhing child Iabor, minimum wage, and wage payment.

We alco teach people about the lawe. We educate
employere, echool iecuing officere, etudente, and
parente by gjving precentatione and by publiching
choH, targeted guidec. Thie guide is 3 brief
compilation of information of inferest to parenfe.
You can requect more information about theee
lawe and regulatione from ctaff at the offices licted
on the back of thie booklet.
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- Direct any questione or requeste for informational materiale about
° New Jercoy child Iabor lawe to:

* & @ &

z

. New Jercoy Department of Labor and Workforce Development
. Divicion of Wage and Hour Complianca

P.O. Box 3¥9

o Trenton, NJ 0¥625-08%¥9

. Phone (609) 292-2305

FAX (609) 695-1174

L
’ on the Web: nf.gov/ishor
L]
@

@ & & & @ & 9

(elick on Wage & Hout, then General Information, and ihen Child Labor]

o Direct any quectiong about federal child labor lawe fo the
. U.C. DOL Wage & Hour office closect fo you:

L]

U.C. Department of Labor U.S. Depariment of Labor
Wage and Hour Divicion Wage and Hout Divigion
200 Sheffield St., Suite 102 2131 Princeton Pike
Mountaincide, NJ 07002 Bidg. 5, Rm. 216

(90%) 317-g611 Lawranceville, NJ 0864 €
www.dol.gov (609) 53¥-¥310
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