
To: The Minor Seeking Employment: 

Congratulations on beginning your working career! We are proud to have you in our community. 

To obtain a work permit, the following is required: 

Forms attached to this letter: 

 Statement of Intent to Employ – to be completed by the intended employer

 Principal’s Statement – only necessary for work done during the months that school is in
session (not summer-only work)

 Parent Approval – a parent/legal guardian must accompany the minor at the time of
issuing a work permit and show a photo ID

Documents to be brought in by the minor at the time of issuing the work permit: 

 Copy of your Birth Certificate

 Copy of a Current Physical – must be dated within the last 12 months of the day you
request the work permit

 Original Social Security Card

Once all the forms are completed and the documents are collected, please call our office to schedule a 
time to have your work permit prepared and issued. This appointment will last approximately 20 
minutes. A parent/legal guardian must accompany you at the time of this appointment.  

Notes: 

 Our office can only issue a work permit for employment within the State of Illinois and for
students residing in Monroe or Randolph counties. For employment outside of Illinois, please
contact the Department of Labor in that state for specific rules and regulations.

 When selecting your place of employment, adhere to the Illinois Child Labor Law Regulations
that are attached. One of the major restrictions for approved places of employment is that the
employer cannot serve open alcohol on the premises (exception: private clubs and fraternal and
veteran organizations). See the last page of this packet for all restrictions placed on employed
minors.

Please call our office if you have any questions. 
Red Bud - 618.680.0154 

Sincerely, 

Kelton Davis, Regional Superintendent of Schools 
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