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Why do we do this?

• The ED-301 Certificate of Age form is a 

requirement for any minor between the ages of 14 

and 17 to be working on the premises

• The ED-301 is also known as “Working Papers”

• Employment laws and safety regulations fall under 

the State and Federal Departments of Labor

• The states may impose regulations that are MORE 

restrictive than the Federal regulations, but may 

not create regulations that are LESS restrictive and 

the higher restriction always applies

• Ensuring that our ED-301 process adheres to the 

law protects student AND employers



Why do we do this?
Laws regarding the employment of minors were created to 

protect young workers AND their employers.

A minor is protected from performing harmful or hazardous work, 

and the employer is protected from placing a minor into 

employment based on falsified information.

• Every 9 minutes, a U.S. teen gets hurt on the job.

• Workplace incidents are preventable.

• 403 young workers were killed on the job in 2015.

• 70,000 teens are injured seriously enough at work each year 

to receive treatment in the Emergency Room

• All workers have the right to be safe and healthy at work!



Why do we do this?

Young workers are generally believed to be more 
at risk for occupational injury due to various factors 
such as limited job experience, knowledge, 
training, and skills.

• 44% of CT teens worked during the school year

• 12% of CT teens reported having a work-related 

injury



Certificate of Age Form (ED-301)
Except in limited circumstances, all minors (under 
the age of 18) must have a valid ED-301 (Working 
Papers) to be legally employed:

The Connecticut State Board of Education has 
established procedures governing issuance

• Sec. 10-193(a) describes the authority of a 
superintendent or the supervisory agent of a 
non-public school to designate individuals who 
issue the ED-301

• Only a superintendent or his/her designee may 

issue Working Papers

• NO MINOR MAY START WORKING WITHOUT 

OFFICIAL WORKING PAPERS!



C.G.S. 10-193
(a) The superintendent of schools of any local or 
regional board of education, or an agent designated by 
such superintendent, or the supervisory agent of a 
nonpublic school shall, upon application and in 
accordance with procedures established by the State 
Board of Education, furnish, to any person desiring to 
employ a minor under the age of eighteen years (1) in 
any manufacturing, mechanical or theatrical industry, 
restaurant or public dining room, or in any bowling alley, 
shoe-shining establishment or barber shop, a certificate 
showing that such minor is sixteen years of age or older, 
(2) in any mercantile establishment, a certificate showing 
that such minor is fifteen years of age or older, and (3) at 
any municipal or private golf course, a certificate 
showing that such minor is fourteen years of age or 
older.



Purpose of the ED-301
The Certificate of Age Form is issued to:

• Minors 16 or older who desire nonhazardous jobs 

in any manufacturing, mechanical, service, 

recreation, amusement, restaurant or mercantile 

establishment

• Minors 15 or older who desire nonhazardous jobs 

in any mercantile establishment (retail) as a 

bagger, stock clerk or cashier during periods of 

school vacation

• Minors 14 or older who wish to work as a caddie 

or in a pro shop at any municipal or private golf

course during periods of school vacation



Purpose of the ED-301 Process

• To ensure that minors have 

proper documentation of their 

age

• To ensure that minors are 

employed in occupations that 

are acceptable under the law

• To ensure that minors are 

working legal hours and 

during allowable days and 

times



General Requirements for Minors 

to ReceiveWorking Papers



Steps in the Process

1. The minor interviews for and receives an offer of 

employment

2. The employer provides a Promise of Employment letter

3. The minor provides the Promise of Employment letter 

and proof of age to the superintendent’s designee

4. The designee reviews the letter for completeness and 

the job to make sure it is allowable

5. If all is in order, the designee issues the Working Papers

6. The minor provides the Working Papers to the employer

7. The employer keeps the Working Papers on file until 2

years after the minor turns 18



Promise of Employment Letter

A Promise of Employment must include:

• The physical address where the minor will be working 

(unless stated on company letterhead)

• Hourly wage as a dollar amount at or above current 

minimum wage (on or after August 1, 2021: $13.00)

• The specific job(s) or task(s) to be performed (no 

vague terms such as ‘cleaning’)

• Maximum number of hours per week (as a number) 

the minor could be asked to work

• Name, contact information and signature of an 

authorized company official/manager



Exemptions to Minimum Wage

• For the first 90 days, the minor may be paid 85% 

of current minimum wage, or $11.05 per hour, but

that must be specifically stated in the letter along 

with a statement that the wage will rise to 

minimum wage after the 90 days have elapsed

• Effective July 1, 2019, persons employed in the 

hotel and restaurant industry and who customarily 

and regularly receive gratuities may be paid $6.38 

per hour

• Agricultural workers (we do not issue Working 

Papers for agricultural jobs)



Exemptions to the Requirement for 

Working Papers

• State, federal and municipal entities are exempt 

from the requirement for having minors in their 

employ receive an ED-301 but not exempt from all 

other aspects of minor employment law and/or 

restrictions

• Minors who are 14 or 15 and employees of a 

licensed summer camp are not required to receive 

an ED-301, but at 16 and 17 they are required to 

have that documentation



Promise of Employment Letters

• Self-explanatory job titles include: cashier, 

stockperson, sales person, waitress, busboy, 

dishwasher

• Job titles that require explanation include: 

customer service, ambassador, team member

• Detailed tasks include: prepares sandwiches, 

takes online orders, retrieves merchandise and 

provides to customer at register, keeps 

merchandise organized and neat

• Vague tasks include: cleaning, projecting a 

positive attitude, assorted duties



Cleaning

• Minors in Connecticut are prohibited from use of all 

commercial cleaning products

• Minors may only use cleaning products that are 

available to the general public in a grocery store, 

including all sanitizing wipes, sprays and liquids 

Cleaning products used by minors must be in 

original containers with original labels attached as 

they would be when purchased at a grocery store

• Commercial mixtures, unlabeled spray bottles and 

chemicals requiring protective equipment during 

use are expressly prohibited



What the Designee Looks For

• Is all required information contained in the letter?

• Is the job location considered allowable based on 

the student’s age?

• Are the stated job responsibilities detailed and 

allowable?

• Does the job pay AT LEAST the minimum wage? 

(or qualify for legal exemptions)

• Do the hours of employment meet State 

guidelines?



Limitations of the ED-301

• Employment in more than one establishment:

– The minor must have a separate form for EACH 

employer AND the combined hours must be equal to or 

less than those allowable

• Out-of-state employment of CT minors

– The ED-301 is not valid in other states.

– Minors must seek the proper form in the state in which 

the employment is located

– Any CT designee may issue Working Papers for any 

minor who has achieved employment in CT, including 

homeschoolers and out-of-state minors



Hourly Restrictions – 14 & 15
No minor may work during school hours when school is in session. Hours for 

14 and 15 year-olds are limited to periods of school vacation, defined as 

when school is not in session for five consecutive days or more, and with the 

following maximums:

– 40 hours per week;

– 8 hours per day; and

– only the hours of 7 a.m. to 7 p.m., except from July 1 to the first Monday 

in September, when the 15-year-old minor may work until 9 p.m.

• During school weeks, 15-year-olds do not work at all except those 

employed by a retail food (grocery) store may work only on a Saturday 

and for no more than eight hours. 

• During school weeks, 14 year-olds do not work at all.

• When work is during a period of school vacation, no minor at 14 or 15 

may work on any day followed by a school day.

• Working Papers for 14/15 year olds have the restriction (Saturday or

School Vacation Only) written on the form.



Hourly Restrictions – 16 & 17 
School Week (no minor may work during regular school hours when school is in 

session)

Restaurants, Cafes or Dining Rooms, Recreational, Amusement, Theaters

Up until 11 p.m. (12 a.m. if no school the next day)

6 hours per day on school days/32 hours per week

8 hours per day on Fridays, Saturdays and Sundays

Retail/Mercantile/Manufacturing/Mechanical

Up until 10 p.m. (11 p.m. if no school the next day)

6 hours per day on school days

8 hours per day on Fridays, Saturdays and Sundays

6 days per week/32 hours per week

Hairdressing/Bowling Alley/Pool Hall/Photography

Up until 10 p.m.

6 hours per day on school days

8 eight hours per day on Fridays, Saturdays and Sundays

6 days per week/32 hours per week

Non-School Week

8 hours per day

6 days per week/48 hours per week



Federal Restrictions

There are 17 Hazardous Occupations Orders listed in Federal law:

Note that the term ‘operate’ includes setting up, adjusting, repairing, oiling, 

assembling, disassembling or cleaning of power driven machines that are 

powered by electricity or hydraulics, have knives, slicers, formers etc. or 

cleaning any parts of prohibited machines. 

HO 1. Manufacturing and storing of explosives.

This includes any type of explosives, fireworks, blasting caps etc.

HO 2. Driving a motor vehicle and being an outside helper on a motor 

vehicle. 

A minor under the age of 18 cannot work as a driver or an outside helper on 

any public roadway or highway as part of employment. At 17, there are 

exemptions, but are extremely limited. Tasks such as pizza delivery, for 

example, place the minor at risk of rushing or speeding, increasing the 

possibility of an accident and are prohibited for minors under this order. 



Federal Restrictions

HO 3. Coal mining.

HO 4. Forest fire fighting and fire prevention, timber tract 

management, forestry services, logging, and saw mill 

occupations.

This order bans all jobs in logging and saw mills, including cutting 

firewood, splitting firewood or working in sawmills in any capacity. The 

equipment used in these operations is also strictly prohibited for 

minors.

HO 5. Power-driven woodworking machines.

This order bans the operation of most power-driven woodworking 

machines like saws, stapling machines, nailing machines and sanders. 

The term “operation” includes setting up, adjusting, repairing, oiling or 

cleaning. Under this HO, the operation of chainsaws is also prohibited. 



Federal Restrictions

HO 6. Exposure to radioactive substances.

HO 7. Power-driven hoisting apparatus.

This includes, but is not limited to, forklifts, passenger elevators, freight 

elevators, service elevators, cranes, derricks, hoists, Bobcat loaders 

and skid steer loaders. Use of any power-driven hoist is prohibited for 

anyone under age 18.

HO 8. Power-driven metal-forming, punching, and shearing 

machines.

Power-driven metal working machines which change the shape of or cut 

material by means of tools or dies or knives that are mounted on rams, 

plungers or other moving parts. Operation of machines that involve 

rolling and bending, hammering or shearing of metal are prohibited.



Federal Restrictions

HO 9. Mining, other than coal mining.

HO 10. Meat and poultry packing or processing (including the 

use of power-driven meat slicing machines).

Minors cannot operate any power-driven meat processing machines 

such as meat slicers, meat saws or meat choppers. Use of these 

types of machines is prohibited regardless of the location of the work. 

Food processors are also prohibited when used to process meat. 

Minors are prohibited from using a meat slicing machine for any 

reason. 

HO 11. Power-driven bakery machines.

This order prohibits minors from operating machines used in baking 

such as horizontal and vertical dough mixers, batter mixers, dough 

brakes, dough shooters and cake-cutting band saws. 



Federal Restrictions
HO 12. Balers, compactors, and paper-products machines.

This order bans the operation of paper product machines, scrap paper balers 

and paper box compactors by minors. These are very dangerous machines, 

often hydraulically powered. (This order does not include office paper 

shredders.) 
There is an exception for minors who are 16 and 17 years old. They can load (but never operate or unload)

certain scrap paper balers or paper box compactors but only under specific and stringent conditions:

The employer must make sure the equipment meets American National Standards Institute (ANSI) standards;

There must be a sticker on the machine stating that it meets ANSI standards;

The on/off switch must have a key-lock system;

Control of the key-lock must be in the hands of a manager over age 18;

The equipment must be completely inoperable while it is being loaded; and

The on/off switch must be in the ‘off’ position whenever the machine is not in operation

HO 13. Manufacturing brick, tile, and related products.

HO 14. Power-driven circular saws, band saws, guillotine shears, chain 

saws, reciprocating saws, wood chippers, and abrasive cutting discs.



Federal Restrictions

HO 15. Wrecking, demolition, and shipbreaking operations.

HO 16. Roofing operations and all work on or about a roof.

This order bans all jobs in roofing, including work performed on the 

ground and all work performed on or about a roof or in close proximity 

to a roof. 

HO 17. Excavation operations.

This order bans all jobs of trenching and excavating, including working 

in trenches more than four feet deep. Minors may not work in 

excavating, work in or backfill trenches or perform any excavating for 

buildings or other structures.



Connecticut State Restrictions

Prohibited Occupations and Places of Employment for All Minors 

Under the Age of 18 Years

Automotive Maintenance and Repair EXCEPT (the following are permitted):

* Island Work

* Changing Passenger Car Tires (No Truck Tires, Working Under Cars or in Pits)

* Use of Air Hand Tools

* Properly Grounded Electrical Hand Tools (No Drill Over ¼″ Diameter)

* General Cleaning Including Yard Work (No Riding Reel Mowers)

* Brush Painting and Window Cleaning using not more than 6 foot stepladder.

* Preparing Cars for Spray Painting (No Spray Painting) (No Welding) Only Masking and 

Sanding

* Cleaning and Washing of Motor Vehicles (No Flammable Liquids)

* Driving Limited up to ¾ Ton Truck (see Appendix G - Federal Hazardous Occupations 

Orders HO2)

* Clerical Work

* Shipping and Stock Clerk

* Bench Work

Beverage Bottling

Body Piercing (including ear piercing) and Tattoo inking/application 

Brick Manufacturing (Excluding Land Turning)



Connecticut State Restrictions
Cement Manufacturing

Chemicals Manufacturing

Clay Products and Tile

Coke and Tar Products Manufacturing

Commercial Cleaning Solutions – only cleaning products available for purchase in a grocery 

store with the original manufacturer’s label on the container may be used by anyone under 

18.

Concrete Products and Cinder Block Manufacturing

Contact with bodily fluids (EXCEPT for minors certified by the State of Connecticut as 

CNA’s)

Construction EXCEPT (the following are permitted)

* Landscaping (Planting Shrubs, Small Trees etc.)

* General Yardwork (No Riding Reel Mowers)

* Driving Limited up to ¾ Ton Truck (No Fork Lift Trucks or Construction Equipment - Riding in 

Truck Cabs Only - see Appendix G - Federal Hazardous Occupations Orders HO2)

* Properly Grounded Electrical Land Tools (No Saws) (No Drill Over ¼ inch Diameter)

* Brush Painting and Window Cleaning using not more than a 6 foot stepladder.

•General Cleaning 

•* Changing of Passenger Car Tires (No Truck Tires)

* Use of Air Hand Tools

* Cleaning and Washing of Cars and Trucks (No Flammable Liquids)

* Clerical Work

* Shipping and Stock Clerk



Connecticut State Restrictions
Dry Cleaning; Machine Operation

Ear piercing, body piercing and tattoo ink application

Experimental Testing or Control Laboratories

Explosives and Fireworks Manufacturing

Fertilizer Manufacturing

Filling of Propane Tanks

Food Products—Processing

Fryolator Cleaning (operation is permitted but minors may not clean them)

Grain and Feed Processing

Ice Manufacturing

Ladders greater than 6 feet in height

Laundering, Machinery Operation

Leather Products Manufacturing

Logging and Lumber Manufacturing and Operations in any Saw Mill, Shingle Mill and 

Cooperage Stock Mill

Meat Products Manufacturing

Mining (Underground and Surface)

Paint and Varnish Manufacturing

Paper and Paperboard Manufacturing

Paper Products Manufacturing



Connecticut State Restrictions

Prohibited Occupations cont’d

Power-driven bakery machines (including but not limited to 

horizontal/verticle dough or batter mixers, dough shooters and cake-

cutting band saws)

Power-driven hoisting apparatus (including but not limited to forklifts, 

elevators, cranes, derricks, bobcat and skidsteer loaders)

Power-driven metal-forming, punching or shearing machines

Power-driven woodworking machines

Printing operations

Pressure testing

Processing of food products

Roofing operations – work of any kind on or about a roof including work 

on the ground 

Rubber/synthetic rubber products manufacturing/processing



Connecticut State Restrictions

Pharmaceutical Manufacturing

Plastic and Plastic Products Manufacture

Power Driven Woodworking Machines

Printing

Rayon Manufacturing

Rubber Products Manufacturing

Scrap Metal Salvaging

Sewing Machine Operations using needles over 1/16 inch Diameter

Smelting, Rolling, Casting and Processing of Metals

“Sticking” of gas station underground fuel tanks

A full list of all regulations and processes can be 

found in the Working Papers Manual, which is 

available on the CSDE website:

https://portal.ct.gov/-/media/SDE/CTE/WBL/WP.pdf

https://portal.ct.gov/-/media/SDE/CTE/WBL/WP.pdf


Wage Workplace Standards Division

The Wage and Workplace Standards (WHD) 

Division has jurisdiction over the laws and regulations 

governing employer-employee relationships covering 

approximately 1.6 million workers and 97,000 employers in 

Connecticut. 

The Wage and Hour Division (WHD) enforces federal 

minimum wage, overtime pay, recordkeeping, and child 

labor requirements of the Fair Labor Standards Act.

There are both State and Federal Wage and Hour 

Standards offices in Connecticut 



What Might Cause a Problem for an 

Employer?

• Having a minor working without an official ED-301 on file is 

a violation subject to a fine of $600

• Having a minor working at a job that is not allowable for 

his/her age, working during school hours, working more 

than the allowable hours or performing hazardous tasks is 

also a violation

• When injury to a minor employee occurs due to the minor 

performing illegal tasks - the employer can be arrested 

AND fined

• DOL and/or OSHA can perform a two-year ‘look back’ and 

can apply fines for any and all past violations as well as the 

current ones



Working Together

• The authorization of the ED-301 Certificate of Age form, or 

Working Papers, falls under the jurisdiction of the 

Connecticut State Department of Education

• The ED-301 is issued by the public, diocesan and private 

schools is so that the minor can receive guidance as many 

of these students are starting their very first job

• By ensuring that our minors are only employed in allowable 

and safe jobs, we are protecting them from injury while also 

protecting employers from incurring fines and penalties

• Employers can make the process smooth and efficient by 

providing correct and complete Promise of Employment 

letters, and ensuring that their direct contact information is 

included in case the Designee has questions



Questions?



Contact Information

Connecticut State Department of Education

Marcy Reed

Marcy.Reed@ct.gov

(860) 807-2130

mailto:Marcy.Reed@ct.gov

