What Documentation Does My Student Need to
Work in lllinois?

The lllinois Department of Labor oversees the safety of minors in lllinois by regulating the employment of
workers under 16 years of age. The law protects children by limiting working hours, prohibiting work in
hazardous occupations, and requiring employment certificates (820 ILCS 205/1-22 Child Labor Law).

Work Permit (Employment Certificate)

For a minor child (ages 0-15 years of age) to be able to work in lllinois, he or she must be issued a
Work Permit (Employment Certificate).

Requirements for Work Permit (Employment Certificate) for a Minor Child 0-15 years old:
. Work Permit (Employment Certificate) Application

. Birth Certificate

. Social Security Card (Signed)

. Statement by Prospective Employer

. Recent Physical Exam (dated from within one year of application)

. Principal’s Statement-required if employed during the school year

. Copy of Government Issued Photo ID of Legal Parent or Guardian on Minor’s Birth
Certificate or Court Order Regarding Adoption or Guardianship

~NOoO O~ WNERE

lllinois law requires that BOTH the child and the parent or guardian be present when applying for the
Work Permit (Employment Certificate)

Work Permits are valid for one year and for one employer

Age Certificates

Age Certificates are issued for a minor child (ages 16-20 years of age) for employment
purposes if a birth certificate is not official or available.

Requirements for Age Certificate for a Minor Child 16-20 years old:
1. Toverify age, please show one of the following: Birth Certificate, Passport,
Baptismal or Bible records. If these are not available, please contact our office
to verify if the documents that you have are acceptable.
2. The person applying must have the employer name and address.
3. Parent need not be present at time of application.

If you have any further question concerning this procedure, please feel free to contact the Illinois
Department of Labor Child Labor Law Department (312) 793-5570 or e-mail

dol.childlaborquestions@illinois.gov

If you have any question concerning lllinois Child Labor Laws, please contact the Child Labor Hotline
(800) 645-5784.

Please Note: Work permits (Employment Certificates) and Age Certificates are issued during office
hours at the Regional Office of Education #12 locations

Crawford and Richland Counties Monday-Friday 8-12 and 1-4
Clay Co Monday & Wednesday 8-12 and 1-4
Jasper Co Monday-Thursday 8-12 and 1-4 (Mar-Sept) Tuesday-Thursday 8-12 and 1-4 (Oct-Feb)

Lawrence Co Tuesday & Thursday 8-12 and 12:30-3:30
ROE 12 Rev. 9/2026


mailto:%E2%80%A2To%20report%20possible%20child%20labor%20violations,%20e-mail:%20dol.childlaborcomplaints@illinois.gov%20%E2%80%A2To%20provide%20a%20copy%20of%20an%20approved%20child%20work%20certificate,%20e-mail%20to%20dol.childlaborlaw@illinois.gov
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https://labor.illinois.gov/content/dam/soi/en/web/idol/laws-rules/fls/child-labor/cll-of-2024/2025-updated-forms/2025%20CLL%20Issuing%20Officers%20Statement%20Form.pdf
https://labor.illinois.gov/content/dam/soi/en/web/idol/laws-rules/fls/child-labor/cll-of-2024/2025-updated-forms/2025%20CLL%20Certificate%20Of%20Physical%20Fitness.pdf
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Serving the students and educational professionals of Clay, Crawford, Jasper, Lawrence, and Richland Counties, Illinois

Jeremy Brush, Regional Superintendent of Schools

Corrie Ray, Assistant Regional Superintendent of Schools

Work Permit (Employment Certificate) Application

Items 1- 7 listed below are required to issue Work Permit (Employment Certificate) — Please bring with you to ROE office

1. Work Permit (Employment Certificate) Application

N o o M 0 DN

Birth Certificate

Social Security Card (signed)

Statement by Prospective Employer

Recent Physical Exam (dated from within one year of application)

Principal’'s Statement (required if employed during the school year)

Copy of Government Issued Photo ID of Legal Parent or Guardian on Minor’s Birth Certificate or Court Order Regarding Adoption or Guardianship

*Please note that the minor MUST be present with the parent or guardian when application materials are submitted in person to any ROE #12 office
This is a requirement under section 205/12 of the IL Child Labor Law

Student Information

Minor’'s Name:

Address:

Phone Number:

Employer Information

Business Name:

Minor’s Social Security Number (required):

City, State, Zip:

Birth Date:

Contact Person:

Address:

City, State, Zip:

Phone Number:

Consent of Parent or Guardian

Type of Business:

| hereby give my consent of my child/ward to engage in part-time employment with the employer indicated on this application and agree to comply with
the stated regulations and laws applicable to the specific type of employment for which this application is being submitted.

Signature of Parent/Guardian

Address:

Date:

City, State, Zip:

Phone Number:

Clay County

Clay County Courthouse
111 East Chestnut
Street P.O. Box 97

Louisville, lllinois 62858

618.665.3373
Fax 618.665.3155

Crawford County

300 West Main Street
Lower Level, Suite 307
Robinson, lllinois
62454 618.544.2719
Fax 618.546.1556

Jasper County

Jasper County Office Building
204 West Washington,Suite 3
Newton, lllinois 62448
618.783.2523
Fax 618.783.4237

Lawrence County

Lawrence County
Courthouse 1100 State
Street Lawrenceville, IL

62439 618.943.3522

Fax 618.943.2513

Richland County

407 S Whittle Ave
Olney, lllinois 62450
618.392.4631
Fax 618.392.3993



STATEMENT OF PROSPECTIVE EMPLOYER

Being familiar with the lllinois Child Labor Laws that appear on the second page of the applicant’s work
permit application, | hereby expect to give employment — upon receipt of a proper Employment Certificate

as required by law to (Applicant’s Name):

For employment as (Specific Position):

Hour Restrictions

1.  When school is in session, children 14 and 15 years of age may work:
O Upto 3 hours per day;
O  Up to 24 hours per week; and
O  The combined hours of school and work may not exceed 8 hours per day.
2. When school is NOT in session (including summer vacations, holidays and weekends), children under the age of 16 may
NOT work:
O  More than 8 hours per day;
O  More than 6 days per week; nor
O More than 48 hours per week.
3. Allowed hours of work are 7am to 7pm except between June 1st and Labor Day, when working hours may be extended to
9pm.
4. A scheduled meal period of at least 30 minutes shall be provided no later than the 5th consecutive hour of work.

Please provide the working hours and employer information below

I can verify that the employee will be working for no more than:

hours (3 hrs. max) on school days between and

and/or

hours (8 hrs. max) on non-school days between and

Employer/Manager’s Printed Name:

Title:

Company Name:

Address:

Telephone Number:

Employer/Manager’s Signature:

Date:
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eqgional Office of Education #12

~
Serving the students and educational professionals of Clay, Crawford, Jasper, Lawrence, and Richland Counties, Illinois

Student Employment Permit
Certificate of Physical Fitness

Required by Section 12 of the Child Labor Law, 820 ILCS 205/1-22

Name Date of Birth

Address

City State Zip Code
Gender Eye Color Hair Color

Name of Employer

Address of Employer

City State ZIP Code

Description of Work Requested:

Remarks: (Physical Fitness for Requested Work):

Name of Examiner

Signature of Examiner

Date

A copy of an official physical exam may be accepted in lieu of the above form
if said physical examination was performed within one year of application for work permit.



State Of Illinois, Department Of Labor

Principal’s Statement To Issuing Officer

Required by Section 12 of the Child Labor Law, 820 ILCS 205/1-22

Date Name of School

This is to certify that the undersigned has interviewed

residing at and that

said minor requests that an employment certificate be issued permitting employment outside
of school hours.

The school records disclose that above-named minor was born and has
completed the Grade. The minor is in school from AM to PM
with hour for lunch.

Parents’ names are:

Parents/Legal Guardians:

According to the school records, above-named minor is making satisfactory progress;
therefore, | recommend an employment certificate be issued for present employment.

Principal By

MINOR, PLEASE NOTE: EMPLOYMENT CERTIFICATES ARE ISSUED BY CITY AND COUNTY
SUPERINTENDENTS OF SCHOOLS OR THEIR DULY AUTHORIZED AGENTS IN EACH SCHOOL DISTRICT.

NOTE: THIS IS NOT AN EMPLOYMENT CERTIFICATE BUT SHOULD BE DELIVERED TO THE ISSUING
OFFICER WHO WILL ISSUE NECESSARY CERTIFICATE AS REQUIRED BY LAW. THIS FORM MAY BE
REPRODUCED BY LOCAL SCHOOL AUTHORITIES AND ADDITIONAL INFORMATION ADDED IF NECESSARY
TO MEET LOCAL CONDITIONS.
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