
DOCUMENT RESUME 

ED 131 283 95 CE 008 871 

AUTHOR Davidson, Sandra 
TITLE The Young Worker and the Law:  A Guide for 14-18 Year 

Olds. 
INSTITUTION Pontiac: City School District, Mich. Dept. of Research 

and .Evaluation. 
SPONS AGENCY Office of Education (DHE16, Washington, D.C. 
REPORT pb VT-103-263 
NOTE • 46p.; For related documents, see CE 008, 872 and CE

'008 923-926 . 

EDES PRICE MF--S0..83 HC-$2.06 Plus Postage. 
"DESCRIPTORS *Child•Lábór.Legislation; Federal Legislation; *Job 

Applichti,on; *Occupational Information; Resource 
Guides; Seéondary Education; Secondary School 
.Students, "Wages; Working Hours; Young Adults; *Youth 
Emplgyient

ABS?R;'CT' 
This guide was developed for young people who are 

employed: or. who are seeking employment. Written in an-informal, 
easy-to-"réad st•yle,..it provides steps in obtaining employment and 
explains young people's rights and responsibilities as beginning 
employees. The •contents provide information about social security 
requirements,. pork permits, wages, taxes, insurance, working hours, 
hazardous occupations, cooperative education, and work study. Sample 
work application and letter forms are also included along with a 
glossary of helpful terms. (NJ) 



THE YOUNG WORKER AND THE LAW: 

A GUIDE FOR. 14-18 YEAR OLDS 

prepared by:

SandrnDaöiason 

through special arrangement 
with the Department of Research 

and Evaluation of the'School 
District of the City of Pontiac. 

 THE SCHOOL DISTRICT OF THE CITY OF THE PONTIAC
350 WIDE TRACK DRIVE EAST  
PONTIAC,MÍCHIGAN  48058

Board of Education: Francis Webster, 
President; Elsie Mihalek, Vice-President; 
Gloria Hardiman, Secretary; Guy Blackburn 
Stephanie Clanagan; John Irwin; Archibald 
Mosley. 



ACKNOWLEDGMENTS. 

The Research and Evaluation Department and 
-the staff of the Decision-Oriented Evaluation 
Sysienr of the Pontiac Schools, eipress deep. 
appreciation for he assistance received from 
many sources in t.conduct of the study Reported he
in this publication., The graduates of Pgntiar 
Central and Northern High Schools and Pontiac 
area employers who responded-to'questionneires 

.and interviews'weté very cooperative and support-
ive of the study. The vocational and cooperatiVe 
education staff members and the business manage-
ment staff of the..Pontiac School District who 
provided consultant service, made generous 
contributions of time ánd•information. Special 
thanks to Mr. M.C. Prottengeier, Director Of. 
Voc9tional Education, and Mr. Donald Kaiser, 
Placement Consultant. 

Thie-publioation was prepared purauant•to a contráct'mith-.the 
Office'of Education, U.S..Department of Health, Education and 
Welfare. Contractors umdertaking such projects ueder Govern-
ment eponaorahip are encouraged tb express freel'ÿ their 
judgement in professional and, technical matters. Points of 
view or opinions do not, therefore, necessarily represent 
official effice,of Education position or poZicy•



Project report of the Decisio.n-Oriented Evaluation 
System, (DOEN,,,fuedéd'•by 11SO 'Department of Health, • 
'Educati'on, and Welfare., Vocational .Education,' part C,. 
"Research and Training in Vocational education."

Veln(a. S. Brawner, Project Officer, Washington , D.C. 

:DOES Project Repdrt:Titles: 

The. Young Worker and the Law:' a guide for 
14-18 year olds. 

Youth Employment Laws : a handbook for 
supervisors of  young workers. 

Did  School  Help Me Go to Work? Experiences 
of 72 Graduates. 

:Do Schools Prepare Good Workers? VieWs of 
Employers. 

A Cost effective View of Vocationa l Education 
Programs. 

DOS Project conducted and  reported by the Research and 
Evaluation Department,  School District of the City of Pontiac. 

Dana P. Whitmer, Superinténdent 
Richard'C. Fell, Assistant Superintendent 
Odell Nails, Assistant Super intendent 

B.C. Van Koughnctt, Di rector of  government Relations 
Alrtred Parlish, •1 irector of RescaRCH and Evaluation 

DOES PROJECT STAFF:  
 

. titu+rrt I'rchard. Michael  Ponder, . 'Ad' Ro.cnthal', • 
Thomas  Shara, Edward ti I aw4 r. 



Schöol Distriçt Administration Building 
• 	

330 WIDE TRAqC DRIVE, EAST. PONTIAC. MI( HIGAN 4*O5R Phone IVI•9151' 

DANA P. W;IItIQ11, ewqnMrwoorr 

FORWARD 

The.preparition of students to become skilled, productive, and sel+f-
fulfillpd wbrkers is.óne of''tne schools' major functions. There is 
widespread concern among employers, labor orgaríizations, and govern-
mental agencies apout the effectiveness of•the schools' contribution 
to the 'skill preparation and work attitudes of.young people..' Such 

'concern, is not misplaced, for studies of the American work force 
indicate the strong presence of dissatisfaction¡ uncertainty, and 
hosti,iity toward. their jobs among American workers. In. response 
to tnese evidences of unease about the role of work in the life of 
the nation, educational planners have given increasing' attention to 
school programs which contribute to the work-readiness of youth. 

Tne school District of the City of Pontiac .'located in an industrial 
center' and serving a working population, is very, conscious of its 
responsibility to assist Pdntiac students in making a successful 
transition,from school to work. Recent years have seen substantial 
progress in our programs' in career development, career edu,htion, 
and vocational education. We are proud df our progress, but we are 
aware that Early of our students are not prepared suffic iently to 
cope with their uncertain vocational futures. The Decision-Oriented 
Evaluation System (DOES), a projects funded under Part C; V-cational 
Education Act, and reportéd in part  in this publication, has afforded 
the Pontiac schools an excellent opportunity to examine and evaluate 
portions of the district's program's in vocational education and work 
experience. The findings from'the-stody will provide valuable infor-
mation for school district planner's and decision makers in determining 
futdl're program directions. It is our sincere hope that the DOES. 
report will be-0 assistance to other educators, as they examine'their 
programs in.vocational education. 



TABLE OF CONTENTS 

Introduction 1. 

Social Security Card 2. 

Wdrk Permits" 3. 

Kinds of Jobs You May Hold 7. 

Hazardous Occupátions 10. 

Number of'Hours You.'Can Work 14. 

Wages 15. 

Co-op 16. 

Work Study 20. 

Sample Job Application Form 21. 

Sample Job Application Letter 22. 

Taxes 23. 

Insurance 25. 

Words you Need to Know 28. 

Reference Material 33. 



This ,brochure. is ,for you, if u ire 14 to 18 year s 

'otd, want . to work , and are still in school. Ít was 

. t'developed to tell you what .u ,rights' and respons bil'íties 

are under the law . Finding  a job . in today's job market  is ' 

not easy, parttcul arty if,you•are young, unskilled or have

never worked before. 

The purpose of this brochure is torovide you with 

informatigp' and an swer.s for, the following questions. and 

concerns: 

1. What about your social security card? 

2. What is    a work permit? Who heeds a 

work permit? Where do you get one? 

3. What kinds of jobs may you hold? 

4, What ire 1azardous"occupations? 

S. How many hours are you,allowed to work? 

6. How much money must you be paid? 

7. What is Cooperative Education? What 

is Work Study? 

8. Can you fill out a job application form? 

9. Can ÿou write _a job application letter? 

10. Do you have the right answers? 

11. Do you know the right words? 



(WHAT ABOUT YOUR SOCIAL SECURITY CARD? 

Before you begin to work, you must have a social

security card and number. You can get a social security

cafd by going to your high school placement office., your 

local -social seçurity office, or your local post office 

and asking to fill out a social security application 

form. If )ou have trouble in reading or understanding 

the application form, be sure to ask someone to help 

you. 

A samplé social security card is shown below.' 

This card belongs to Sara Johnson of Pontiac, Michigan. 

.Her social security numbeíei,S 32'I-22-3334. ''Each petson 

is given his/her own number.. 

ACCOONI MUMIEN 

M tull £.Tak1S/l[o lot 

SARA ..JOHNSON 

EON SOCIAL MITI PURPOSES • NOT EOR DENTWICAIION 

321-22 3334 
Soc.' Secunr, rltcount Nun IN, 

IOR SOCIAL SECURITY PURPOSES • NOT EÓN ICíN•N4AT!fN 



A sample application form for a social security,card 

is shown below.  You can practice filling it out. 

350
APPLICATION FOR A SOCIAL SECURITY NUMBER 00 MOTEWRITB IH T..W ABOVS SPACE J 

Soo" hMo•Nw• s. Dost. Pilot h DIMS r OA DIM I.S • Um Type6,IN,. 

[rim PULL NAME (FIN, Memel • (W M• M.NN IMIM- 11 ns•R As. llr (Lr.MRrI • 
YOU WILL Ulf IN WORK. 
OR BUSINESS 

PULL POOR (YwW.I (Owl (Pawl 
MAUI GIVEN DATE OPL 
YOU AT BIRTH NETS 

PLACE • (C,Iyl (Crap IIMwl 5(SNr.I TOUR NILENT AO 

3 OF 7 
(11W oIPim M.Mw••

BIRTH 
MOTHER'S PULL NOME A4 HER SION (Mr w/A. •rdll YOUR SEX 

A•f •4••tt4 8 
FATHER'S PULL NAME•(R.p.•d.. d•A•N. II.N wage YOUR COLOR OII RACE 

.RITE *ago cane*5 9 

MDVE YOU EVER BEFORE APPLIED DONT (N YEr Ps.jTAr(4..55 ,.. YPlld .• SATE,.. I I.4MIwCIAL tICUa•Y NIMBER N A.w 
FOR OR MAD A SOCIAL SECURITY. NO KNOW ••111,11 
RAIEROAD. ON TAX ACCOUNT NUNSIU• n 10 

TOUR M,..A.. .ni S...... AP. N. (0,1 (P O Noy .. R.:•( R.. .) SHAH iON C./.1 
MALLIMO 11 *DORIES 

NOTIC 'MLoo•., •id. Wont N falsify Ili• • •o..Mr.I.i • In.• idrwily, sl Sly Id•nISB.• o. mows to M 
'washed hl•o infrerll.n in ePP1yiM h. • Ncíol •oc.•11y .rri..,v• wl1.c' le • bin or not rro *an $1,00012 
• WHIN sarong low M•E1yew, tim MN.. 

T1011440111 NUMBER 14 f1.. POUR NAYS NEUE r0. N•iP....l 

13 
TREASURY DEPARyrENT 1.90110.1 &.w.• h,.... 0}BKWEI W úA111{111 ~WP IESuV U•.... r .l...4.,.IInnr. N ••.w.. 

`r Y SOCIAL SECURITY AbMINISTRATION OFPIC(.ow SSS .. N. 



WHAT IS A WORK PERMIT? WHO NEEDS A WORK PERMIT? 

WHERE DO YOU GET ONE? 

If you are under eighteen, it is unlawful for you to 

be employed without a work permit (also called an age 

certificate). 

' Before you may get a work permit, you 

first should locate a job or obtain a 

promise of a job. 

If you are offered a job, there are certain steps you 

must follow: 

1. Go to your school's placement office or 

main office, and ask for an "Offer of 

Employment and Request for Working 

Permit" form. 

2. Take this form to the person offering you 

the job and have him/her fill it out. 

3. Once the person who'is offering you the
 

job fills out this form, it becomes a 

written promise of employment, showing 

the hours you will be working, and type 

of job,you will have and what You will 

be paid for the jab. 

4. After the offer 'of employment form is. 

filled out, return it to the placement 

office with a copy of your birth 

.certificate, or driver's license as 

proof of your age. 



A'copy of an "Offer of Employment and Request for 

Working Permit" is shown below. 

OFFER OF EMPLOYMENT AND REQUEST FOR WORKING PERMIT • 
IFROM All MINORS UNDER to YEARS EXCEPT THOSE 17 YEARS OF AGE OR OVER WHO NAVE COMPLETED THE REQUIREMENTS 
AND RECEIVED A VALID NIGH SCHOOL DIPLOMA) 

APPLICANT COMPLETE THIS SECTION AND RETURN (`HIS 
FORM WITH BIRTH CERTIFICATE OR OTHER LEGAL PROOF 

Occupational Approval No. OF AOE TO THIS SCHOOL OFFICE. • 

Date ofIn compliance with the Michigan Constitution and Laws, the employ,er agrees not to Bnth discriminate against any applicant or employee because of race,coloror notiogo) SEE 

origin. 
Ploie of 

WORKING PERMIT DEPARTMENT Binh 
CITY, TOWNSnH OR COUNTY AMO STATE 

HEIGHT 'WEIGH/ COLOR or 11010 COLOR OF EYES 
NAME Or SCHOOL DISTRICT 

NAME Or EMPLOYER MAMI 01 ...... OR GUARQIAM 

ADDRESS Or EMOLOTER. M•10(11 NAMS Or MOTHER

If a working permit and age certificate is issued to: A001)ESS 0V 	OR GUARDIAN 

The above named employer agrees to employ said minor at`S' per to do the following work:
HouA.a.• 

 Hours of employment will be• 

Our type of business is known as: 
SUIERMMRET, PHARMACY, AUTOMOTIVE PMTS YIG , ITC 

eV 
TITLE PHOME MO. DAS 

We Will return It. Working Permit to you within S toys after the above I 	our employment. • 
(I) if ermpleymant 1e only part time such es, alter school, Satordeys, and of established vocation periods, please indicate that fact. Form 295 



A copy of a "Working Permit and Age Certificate" 

is shown below. 

' NEW 
RENEWAL 

No. 
Ocemorwnel Aoorowl No. C1h a Villa*. Coon y 

Address - ' . Grade Completed 

Birth Date A9. Place of Birth 
Moults • Due V... 51o1e COWIN Township of Oh 

TYPE OF EVIDENCE OF AGE ACCEPTED SIX COLOR OF HAIR COLOR OF EYES 

HEIGHT WEIGHT 

ft. in. Ib,. Signature of Minor 

Parent or Guardian Address_ 

. THIS INFORMATION REQUIRED FOR PERSONS UNCtER•@IGHTEEN (19) YEARS 9F AGE 

Employer Bus Address 

Industry Occupation 

THIS IS TO CERTIFY that the Minor whose d. crlption and signature appears above. has personally appiared before me. 

TO THE EMPLOYE/to P.Hnile into.' t. 
renew. Rod* •41.1•.o nor .1 .e. Signature of Issuing Officer 
mod M rNtor..d by ...p I,. t. i
wise .5 within Eye (I .p •H.r 
ermine ie..I nRPl.vn..wt. Address of Issuing Officer 

Form 296 

https://nRPl.vn..wt


If you change jobs, you must get another work permit. 

Before thé high school will issue you a work permit., it 

considers the following factors 

a) Age aiid physical condition of such minor 

to establish evidence of age (how old you 

are). • 

b) Attendance and standing in school work 

(many 'absences or poor grades). 

c) Need for income from such employment 

for the support of either such minor 

or members of his immediate family 

(you or your family needs the money). 

d) Standards of employment as established 

by the Commissioner of Labor, as here-

inafter provided (the job is considered 

safe under State and Federal law). 



WHAT KINDS Of~ JOBS MAY YOU HOLD? AT WHAT.AGE? 

It is important to remember when ldoking for' a job 

that 95 percent of all jobs dre open to• teenagers. 

If you are a young person under 18 and ar.e looking 

for a•jdb, read the following list to get an idea of the 

jobs which the law says'are legal for you to hold: 

EXAMPLES OF TYPES OF JOBS ROUTINELY APPROVED FOR MINORS: 

Addressing,-Stuffing Enveiopes 
Bakery-Pan Cleaner  
Bus Boy or Girl (where liquor is not served) 
Cafeteria-Floor and Counter Work 
Camp -Counselor, etc. 
Car Hop 
*Car washer-Waxer 
Cashier 
Clerk Dime Store-Drug Store-Department Store-Dry Cleaning 
Retail Outlet-Bakery-Shoe Store-Women's Specialty' Shops-
Haberdashery-Grocery Store-Fruit Market-Flower Shops-
Hardware Store-Gift Shops-Children's Specialty Shops-
Candy Store-Electrical and Plumbing, etc. 

Cómpanion-Children4 Older People 
Condession Attendant" 
Commercial Artists-Helper 
Delivery Boy-On Foot-Public Transportation only. 
Florist, Nursery, and Gieenhousè• 
Fountain Clerk 

' Gardening 
*Gas Station Attendant 
Gift Wrapper 
Golf-Course Starter, Caddy 
Grass Cutter (Hand equipment only) 
Grocery Checker 
Guide-Museums, Parks, etc. 
General Office Work 

Hand Trucker 
Hospitals-Kitchen, preparing vegetables 
'Janitor Work 
Ice Cream Vendor 
Janitbrial Jobs 
Junior Clerk 
Ju'nlor Recreation Instructor ' 

*Minimum age is 16. 



EXAMPLES OF TYPES OF JOBS FOR•MINORSn.(continued)  

Junior Typist 
Kitchen-Preppring Vegetables; Drshwasher 
Landscape-Planting, Weeding' 
Library Work 
Locker Room Attendant • 
Messenger (Male Only) 
Mall Clerk 
Newspaper Office-Copy Girl-Boy 
Nurses' Aide 
Nur§ery School Work 
Office Boy or Girl 
Office-Machine Operator-Posting Clerk 
Order Filler 

*Pin Setter 
Pony-Ride Attendant 
Playground Attendant 
Porter, Used Car Lot 

.Photographer's Assistant 
-Skating Rink Attendant 
Stenographer 
Stock Boy 
Swimming-Pool Attendant 
Stipping-Receiving Clerk 
Tennis Court Attendant 
Tracer .(Drafting) 
Typist 

*Usher-Theatre 
Vendors-Athletic Events 
Waitress 
Wall Washer-Ground Level 
Window-Trimmer-Ground Level 

Fourteen is the minimum age of legal employment. If 

you are fourteen years old you may: 

work at most jobs in packing fresh fruits and 
vegetables. . 

- Model 
- Work at radio and TV stations 
- Work in an advertising agency 
-Deliver newspapers to the consumer  -Candy at a golf course  

Answer phones and take messages In a telephone 
answering service 

- Dispense gas and oil and 'wash•and polish cars 
at service stations 

- Do office and clerical work 

• 

*Minimum age is 16:



In retail stores,.you may: 

-Run errands,and 'do del'very work by foot, , 

'bicycle', or public transportation 
- Sell, price mark, pack, and shelve merchandise. 
- Assemble orders 
'Bag and carry out customers' orders 

—,Clean vege.tablés and fruits 
- Do.cleanup work 
-'Trim windows 

In food service establishments, you may: 

- Preparé and serve-food and beverages at lunch'' 
counters 

- Wash dishes 
Do cleanup work 
Cook in snack bars, soda fountains, lunch 
counters, or cafeteria serving counters. 

If you ate 16 years old, you may. work at most jobs in: 

- Manufacturing and construction 
- lnsurañcé and real estaté 
- I.ocai government 
- Feed mills 

Rpnches 
- Grain elevators 
- Wholesale houses 
- Warehouses 
- Retail stores 
- Greenhouses and nurseries 
▪ National parks 
- Retail' stores 	• 
-.Retail lumberyards 

 
- Canneries 	
- Laundries and dry cÎganing plants 

Garages' and auto repair shops 
Hospitals and nurs kng homes 
Hotels, and motels 

- Restaurants 
- Radio and TV repaI.l • 

Dairies. 
-\Photographic labs, 
- Public utilities 
- Printing and publishing firms 

If you are'seventeen'years old or older and have graduated 

from high school with a diploma, you may work at any job. 

You do not need'a,work permit, 



Young workers holding approved jobs



Young workers holding approvd jobs 



WHAT AK HAZARDOUS OCC,UPgTIONV 

.t t There' are sop jobs ,the 1ew considers • too dangerous. " 

.forrainbrs..under.eighteen years of age. The following is' 

inertial list of ,those types of :jobs.,the' lair •states are 

toa há,zdrdous for ' young p ople.' under, eighteen

1. .All sc	up tions in and around chemical. } lants; " 

'sanufaoauring explosives or dangerous '4hem,.caLs•. 

cement, . paint or vaXn slit 

Except: under approv ed cofdlfi••bh5• 

2,•. • 'V•e'hicde'• 'griyers • 

Except: .- under a pproved condi tións 

3.• All occupations in and ai'.ound mines or quarries.. 

• Except: • - approved work •i41.off i ces or 
laboratories. • 

, • o ' - approved works surveying outside 
the mine, 

'4. • •All occupations in or in connection w'itli sawmills

~•or logging indust~y:

Excepl: ; approved3 wprk in offi.ces.

-,•approved work n timber cruising, 
 `.surveying,•or logging engineering 
 'panties. 

•approved work marking or' tal lying
lumber in yards.

- appro,ved.wórk.involving cleanup in 
. -.lumberyards. 

, =. appr•pved', cieri Cei , work in yards or
. • ~khj.p:p ng •slte~s, such as done by
' ' orde.rmºn,, ta l I y.~8trl, and shipping

clel'kS. 



5. Operating or tending woodworking máchineiy.

6. Setting up, adjusting,, cleaning, or piling- ', 
machinery in motion. 

Brazing, welding,s older ing, heat treating, 

8. Blase furnacßs,•foundries,ore redùClion..

Except: certa it appriovedoperations.: 

9. Motion picture projectionists. (Prohibited by 
State- ,aw) 

10. Sançí bf2tst,ing. ' 

11. Females on, GENERA:L publit•inessErfger service.' 

tio(Prohibiyed ~.ÿ Stà-te lat'. ) 

12. No minor"irrídés years o,f agë. shall serve any184

liquór dr éniertain• or.-work, eithèon a-paid • 

or voluntary basis, in thatportion of the 

premises of ari .estab.liahmén. wherein liquor is , 

i?0ing ~0sór 	:ed;dr~ cónstimed . .(Prohibited by State 

.. Téw) ..' •,-

13.,•• •Thefeutiside erection ¡yid -repair of electric 

.light end power 1ales,•, instal, ing removing 

e lectric;bight and power meters, inside wiring.-

Except:  ,. - Where approved for minors between
s.Txtden alyd' eighteen years 4s,.•,
asSiitant5 to trained e leçt r • iç•I'aas
or. electrical en,girie` ers.over~)2'I 

. •years 91 age.. 

14: -All •öccuji$tions thát rbAirire operation of or 

helping on hazerdods power-driven machinery. 

mailto:tio(Prohibiyedr~.X�C�`	@�"�Q�


15. Any occupation requiring lifting 'of more.than 

50 pobnds for males 16 and 17 years of age, 

35 pounds for males 14 and 15, and 3S poufids 

for females. 

16. All occupations in or around construction jobs. 

Except: - where approved for minors between 
16 and'I8 years of age to work as
assistants to trained craftsmen.

17.  Occupations in,.laboratories that are deemed. 

hazardous. 

18.  Employment of minors under 16 in garages. 

19.  Employment of minors under 16 in bowling.alleys 

as pin setters. 

20. All occupations involving. slaughtering, butchering 

and meat cutting.

Except: approved occupations in retai I 
establishments:

24.• Certain occupations in and around transportation :• 

terminals. 

22.4g4ations. requiring operating of elevators or 

other hdisting equipment. Except:

minoi'5 'age I 7 or, :over= May operate. 
automatic push button 'contr0l 
Ievators lncFderitAl to tQjg1r'work. 

;3: Street '>xoad.work where minors are exposed to

moving' Xraffit. 



24-. Occupations Involving grinding., stone Cuttïng, 

polishing, aril buffing. 

25. Occupations reíquisiig painting, sprày painting or 

dipping. 

EjcCept'. certain'jßproved painting occupations. 

'26,  Occupations  in the  glass industry.  

Except: -cértain approved occupations. 

v.- Octupatións ''in 4the tanning industry. 

' Except: *T• éeri in approved occupations.

2'$0. •Occupations ,where minor ..s exposed to dimtiy poison-

oigs. gases, lead fumes; or other health. hazards. 

29, bccupat tons where there, is' exposure to ionizing

r$di.atiori including x-r'ay. • 

30. ,.•If you are under sixteen yóu.cannot serve liquor. 

The' SX.ate• •Ica does not. permit minors to lift more than:

•33 pininds (if yo-u..are 14 or 15) . 

•. :SO pounds (if you• are. 16 or 17).  

• .1.35 ppu nds (if you are a woman under 18). 



-~
 



HOW MANY HOURS ARE YOU ALLOWED  TO  WORK? 

If you are under eighteen years old and are still in 

schóol, the law suggests you ma; wbrk and go to school for 

an averafe eight-hour day', six-day week. _Altögether, yob

.may work a maximum combined school and work-week of 48 hours. 

LEGAL HOURS:. 

Fourteen and fifteen, year olds may works:

only OUTSIDE school hours. 

- between 7 á.m. and 9 p.m. from June I, 
through Labor Day. During the rest of 
the year, limits are 7 a.m. to 7 p.m. 

— three hours a day on school days. 

- eighteen hours a week in school weeks.. 

- eight hours a day during vacations. 

-forty hours a week during vacations. 

These hours do not apply to most farm jobs*; newspaper 

delivery to consumers; caddying; acting, performing, etc., 

on radio and TV. 

Sixteen and seventeen year old minors may work between 

the hours of 6:00 a.m. and 10:.30 p.m. Female minors in 

manufacturing establishments may work between 6:00 a.m. 

and `6:00 p.m. 

MEALS.AND REST PERIODS: 

If you are under eighteen years old you are not permittc 

to work more than five hours without at least thirty minutes 

to eat and  rest. 

*Outside school hours applies to all farm jobs other than the 
for youths working for their parents on the home farm. 



HOW MUCH MONEY MUST YO.Ü 8E PAID? 

For most jobs, both Federal, and State governments 

have established minimum wage laws (the lowest amount of . 

monéy. per hour you may be paid to do a . jób)'. 

As' of January 1st, 1976, the Pederal,íninimum wage is 

$2.30, and the State of Michigan minimum wage is $2.20; 

$2.30 lifter January 1, 1977. 

Michigan's minimum wage law does not-cover you if 

you are under eighteen. However, if your employer is . 

covered under the Federal Fair Labor Standards Act, you 

must be paid at least the Federal minimum wage. 

It is important to remember that there are some types 

of jobs in the retail or service industries which have 

special minimum wage rates (less than $2:30). If, for 

any reason, you have a question about the amount of money 

you are being paid per hour to do a job, check with your 

school placement office or the, local U.S. Department of 

Lab Uffice: 
35-,37 Huron Street 
Room G-9 
Federal Building 
Pontiac, Michigan 48058 
Telephone: 332-3716

-or-

. State of Michigan 
Department of Labor 
Bureau of Safety and Regulations 
300 East Michigan Ave. 
Lansing, Michigan 4871 3 
Telephone: (517) 373-3570 



WHAT IS. COOPERATIVE EDUCATION? 

Cooperative Occupational Training (Co-op) provides you 

with the opportunity to learn on the job as well as in the 

classroom. By working part of the school. day (under 

competent supervision) You can learn practical job skills 

and knowledge. These experiences must be planned and 

supervised by the school and employers, so that each' 

contributes to your education and employability. 

1. To be a ,co-op student you should be at least 

sixteen years old. 

2. If,you are a co-op student you must work in 

occupations or jobs for which training is 

necessary. 

3. The conditions co-op students work under must 

conform to Federal, State and local laws. 

4. Co-op students must be employed for at 

least fifteen (15) hours per week. 

5. Co-op students must be paid as much as other 

part-time employees. 

6. Co-op students must be paid at least the 

Federal minimum wage. 

7 co-opstudents must attend at least  one class 

in their schools each day, which is related to 

their job.. 



Areas of co-op training are: 

1. Food Service Occupations. 

2. Health Occupations. 

3. Home Economics Occupations 

4. Office Occupations. 

5. Retailing Occupations. 

6. Trade and Industrial Occupations. 

Co-op training will help you: 

...gain practical experience in an occupation. 

...develope the ability to get-along with people. 

...establish Job references. 

...develop the proper attitudes 'and skills needed 

in the'world of work. 

...earn while you learn. 

...develop a sense of self-reliance and confidence. 

...gai,.n greater assurance of full-time employment 

in your chosen field. 

...gain training on real Jobs   under' real conditions. 

You are eligible for co-op if you: 

...are sixteen. 

...have a satisfactory school record. 

...have a good attendance record. 

...obtain the approval of your parent's. 

...are approved by your Co-op Coordinator. 

...are currently in a vocational program. 



To apply for co-op you should: 

...secure a co-op application blank from a 

coordinator, your school placement office, 

or your counselor. 

...complete théapplicátion and return It-to 

the appropriate coordinator. 

...submit an application befóre the end of 

your junior year. 

What is a Co-op Coordinator? 

The school co=op cgdrdinator is a regular member of the 

high school staff. It is the responsibility of the school 

coordinator to stay in contact with you and with all the 

people you must deal with-in your job and in your school 

program, including your employer, the school principal, and 

your teachers and, counselors. 

What are the Responsibilities of the School? 

The school agrees to work closely with the employer tá 

solve any problems you may have on the job. The school. 

agrees to provide you with classes which will help in 

your job. 

Do Co-op Students Receive Sphool Credit? 

Yes. Co-op students receive high school credit: 

Because you work during the school day, you remain under 

the direct supervision of the school and receive credit 

for satisfactory work. 

What is a Training Plan? 

A plan is worked out between your school's co-op 



coordinator and your employer to guide your on-the-jab 

activities. The training plan is designed to establish 

what you need to learn on the job and which school 

Subjects you need to take. (See the following page for 

a copy of a Training Agreement). 

What are the Responsibilities of the Employer? 

Yout employer must work out a plan of work for you 

with your school co-op coordinator. Your employer (oust 

report (report card) your progress back to your school 

co-op coordinator once each marking period. Your employer 

is responsible for maintaining approved State and Federal 

safety standards. 



Form No.' 101 
MICHIGAN COOPERATIVE OCCUPATIONAL TRAINING PROGRAM 

TRAINING AGREEMENT 

BIC2I SCHOOL 

CITY 

IN COOPERATION WITH 

ElIpL0YE8 

STREET 

CITY TEL. N0. 

JOB TITLE 

HOURS WORK PER DAY 

DATE EMPLOYMENT BEGINS 

JOB ACTIVITIES 

STUDENT 

STREET 

CITY TEL. NO. ZC 

S. S. NO. 

GRADE ACE SEX: M F 

DATE OF BIRTH 

RATE OF PAY DEVIATION TES NO 

DAILY TIME SCHEDULE: PROM TO 

EXPECTED COMPLETION DATE 

HOURS RELATED INSTRUCTION 
Ist Semester 2nd Seester 

3rd Semester 4th Seester 

 

 

 

  

Ions làesvosibilitisa of ProQramn Participants: 

t. Trainee vitl abide by the regulations and policies of his employer and the school. 

1. The eegloyer assumes the responsibility of providing the trainee with the broadest occupa-
tional egerienos in keeping with the Job activities fisted above. 

S. The coordinator will arrange for in-sohool related instruction, consultation, and advisory 
service to parties oonosrned with this training program. 

4. The offloyeant of the trainee shalt conform to all federal, state, local Ws and regular 
time, including non.discrinination against any applicant or employee became of raps, 
color, or national origin. 

Signature of Persons Approving This Learner Program: 

Student Parent 

bployer Data 

School Official Date 

THIS TRAINING PROGRAM SHALL NOT BE INTERRUPTED WITHOIr PRIOR CONSULTATION 
RIPTI PN TN? TIATN►R. PI4PU)YIR. AND nnnAnTNATAR. 



 WHAT IS WORK STUDY? 

To be in a Work Study program you must be able to 

prove that you or your family are in need of money. 

To be in a Work Study program you should be at least 

15 years old. You can only work for a non-profit organ-

ization such as a school or the city, in a Work Study 

program. 

If you are in a Work Study Program, you may earn 

between $45.00 and-$60.00 per month and may work only-

outside of school hours. 

What is Work Experience? 

Work Experience is a program similar to Co-op. You 

are given credit for working on a job. 'You don't have 

to be in a vocational program to be in a Work Experience 

program. 	

https://45.0d,and-$60.00


CAN YOU FILL OUT A JOB APPLICATION FORM? 

Most jobs require that you fill out a job application 

form. Remember, a written application is your chance to 

sell yourself op paper. You will find a copy of a job 

application :form on the next page. Fill it oút. Be 

careful, complete, and neat in filling in your answers. 

Take th, completed Corm with you when you apply for a 

job. Use it as a•guide in filling out a real job 

application form. 

	



PERSONAL DATA Social Security Na 

4 MITI Y.D•o.._._.. ... IIt 1~ 
Dats d bids 

Meed birds *Wed 

2. How long at this address? 
h NONNI 0 

5. Dependents: Children (number and ages)Married Widowed 
Ddvaoad Seperaled 4. others 

Ti.  5. Do you own your home? Rent? .__ Board? . Live with permits?im kidded 

S. If married ooaspetion and place of employment of (wife/busbaod) 

7.Do you want permanent or temporary work?  If temporary, how long? 

0. Salary expected 0. What kind of work do you think you can do best? 

 10. What is your bobby? _

IL Selective Service Classification a.. 12 U. S. Military experience: From to 

Branch . Rate or rank„Beginning   Discharge Any military obligation? 

If so, explain _ . __ 

13. Are yo.! a cattzeii of the United States d America? . 

14. Height __ ___ ft _ __.__ Ins. Weight lbs. 15. What physical impairments do you have? _.___ 

li. What serious illnesses have you bad? 

17. Have you ever been treated for a mental or nervous deader? . If yes. explain 

16. Have you ever been arrested for any reason other than a traffic violation? If yes, explain 

11. PERSONAL REFERENCES Do not list former employers or relatives. 

NAME ADORNS{ OCCUPATION 

2S. EDUCATIONAL DATA 

wawa or .C11DOL LOCATION • DATE A 
PEON — TO 

DID YOU 
ONADUATET 

DEGREE Oa AREA OF 
SPECIALIZATION 

óaM ITART 

MON •CNOOL 

NIL/TAaY ON 
TRANE SCNOOL. 
EaI{IIMIN{ NCJIOOL 

M 
ovum NPNC1AYxa0 
MAIMING 

COWLS NIeNEST aCNOOI MAOtEONPLETEO_ BELOW { 7 • • 10 II II OR AaOVe 



	• 21. Vhat machines, tquipmveit, 'limer tools, and hand tools have youoperated'?

		

	

 

	 	

	

	  

	 	  

	 	

	 	

	 	

	

	 

2L Are )ou a member of a trade unii n? Yes No If vt s,' Ore bane inn' number. 

(Name of Union) LocalNumber rt. omn CardNiuol;cr) .." 

EMPLOYMENT DATA Cive complete  employmcnt record for the past 10 years, starting with present or last 
employer. Use extra sheet of paper if necessary. 

DATES IMMEDIATE 
MOO — TO SUPTAVIOON payNAME Or EMPLOYER *005(15 POSITION MELD PATE OP ammo roe Limnos 

9a If you are presently employed, may we refer to your employer?. 30. Could you keep your present position 

indefinitely? .... . 31. .Why do you want to leave? ____ ________ 

32. Have you eves been bonded? 33. Ever refused bond? .... If so, explain 

34. Do you have a car? 33. Make and year 38. Do you have a valid driver's license? 

37. Cive your driver's license number. 38. Which state? ._. Operator's O Commercial D Chauffeur's 

40. Typing speed w.p.m. Manual 13 Electric ID 41. Do you use a dictating machine? What make? 

42. What other office machines can you operate? 

43., Are you willing to be examined now by our male physician at Our expense and regularly once a year in our employ? 

44. ANSWER Tin rounwum 3 ouErnoxs if this application is for a position as shipping clerk, truck driver, or similar kind of fob. 

a. Have you ever had, or do you now have, a hernia? ..... 

b. Have you ever bad. or do you now have, a back complaint or back injury? _________ 

e. Have you ever received benefits for an on•the-job injury? If so, bow many times? 

Nature of injuries? 

 

 

  

In submitting this application foe employment I authorize investigation of all statements contained in it, 
and ft is understood and agreed that any misrepresentation by me in this application will be.suacient cause 
for cancellation of this application and/or for separation from the company's service if I havetbeen employed. 

DATE 	 ITIVA1113MATUIIZ 



 

CAN YOU WRITE A JOB APPLICATION LETTER 

Sometimes the only way you can get information about 

a job is to write a letter of application. A sample 

application letter is shown below: 

Here Is a sample application -letter that Lola 544, solis 
wrote In answer to the following newspaper ad: " 

Nurse's Aide. Over 16 . For•. new condal-
escent hospital. Must have own transpor-
tation. Prefer trained and experienced • 
person. To apply. write: Box 276, this paper'. 

1073 S. 27th St. 
San Jose, Calif. 95103 
October 7, 1968 

Box 276 
San Jose Daily News 
40 East 4th Street 
San Jose, Calif. 95103 

Dear Sir: 

Today's Daily News listed your ad for a nurse's aide 
to work in a convalescent hospital. I would like to apply 
for this job. 

I am 17 years old,•single, and in good health. I can 
furnish character references and letters of recommendation. 

I would appreciate an interview to discuss in greater 
detail my job qualifications.' You may reach me by mail 
at, 1073 S. 27th St., San Jose, Calif., 95103. My phone 
number is 332-1144. 

I hope that you will give my application careful 
consideration and that T will hear from you soon. 

Sincerely, 

Lois Solis 



TAXES 

When yóu receive your first paycheck, you will not 

receive   all the money you have earned. 

There are Federal, State and sometimes City laws, 

which require an employer to withhold a portion of your 

earnings for taxes. 

All persons must pay Federal income taxes. The 

amount of tax is based on the amount of income which 

you have earned. 

When you start to work, you will be given an 

"Employees Withholding Exemption Certificate", Commonly 

known as a "W-4", to fill out. This Eertificate will 

tell your employer how much of your earnings must be 

withheld for income taxes. 



Shown below is a copy of the front and back sides of. 

the'Employer's Withholding Exemption Certificate (Form W-4) 

that you will fill out for your-employer. Read the form . 

carefully and supply the information requested. Ask your 

instructor for help if you da,not understand the form. 

IOW te-c (IIn am. 1eey1 
U.S. eapwtter EMPLOYEE'S WITHHOLDING EXEMPTION CERTIFICATE 
r rrt e~wre f~r 

TS* w pYt M ems Iaelr awq Mambw 
Yama address _ 

DOME: 
Fin this fers 

via year unlet-
er. Otherwise. M 
noskintliheld U.S. 
Image ta Ins 
yew wages wi-
eM ewphee. 
EMPLOTElh 

ear-
bleats with year 
Hardt ti the 
eopbpee Is M. 
loved ta bave 
dalsed W say 
easptioas, toi 
District Dieter 
neon he se 
Noised. 

City Strte.._ .- *ode 

HOW TO CLAIM YOUR WITHHOLDING EXEMPTIONS 

L II SINGLE (or it married and wish withholding u single person), write "1" If you daim no exemptions, write 

2. If MARRIED, one exemption each is allowable for husband and wife if not claimed on another certificate. 
(a) If you daim both of these exmptnne, write "2"; (b) If you daim one of these exemptions, write "1"; (c) 11 you 

daim neit:.a of these exemptions, writs -

3. Exemptions for age and blindness (applicable only to you end your wife but not to dependents): 
(a) 11 you or your wife will he 65 years of age or older at the end of the year, and you claim this exemption. writs "1"; 

U both will be 65 or older, and you claim botn of these exemptions, write W" 
(b) If you or your wile are blind, and you daim this exemption, vents "1"; If both are blind, and you daim both of 

these vemptrons, write 
4. If you daim exemptions for one or more dependents, write the number el suds exemptions. (Do not claim exemption 

ter a dependent unless you are qualified under Instruction 4 on other side.) _ 
5. II you claim additional withholding allowances for itemized deductions fill out and attach Schedule A (Form W-4), and enter 

the number of allowances claimed (il claimed hie new Form W-4 each year) 

6. Add the exemptions and allowances (if any) which you have claimed above and write total 

7. Additional withholding per pay period under agreement with employer. (See Instruction 1) $ 

I ceItirr lar ris awaw el ertlibaieiira deidad r amk saaWoae Na, ris awd W asear n vaich I se tabWd. ua-16-ten1-1 
(aaMl lf_ l3iPet0 

Front Side 

1. NUMBER OF EXEMPTIONS,—Do oot claim more than the 
correct number of exemptions. However, if you expect to owe more 
income tax Ulan will be withheld, a smaller number of exemptions may 
be claimed oc you may enter into an agmement with your employer to 
have ad.Ltiooal amounts withheld. Ace this if you have more than 
am employer, or if both husband and wife are employed. 

2. ITEMIZED DEDUCTIONS.—ice Schedule A (Form W-4) for 
instructions os claiming additiosul allowances based us large itemised 
drd~s~ 

3. CHANGES IN EXEMPTIONS—You may 61e a new certificate 
a am time if the number of your exemptions INCREASES. 

You must file a new certificate within 10 drys if the number • f ex-
emption previously claimed by you DECREASES because: 

4/ Jew wda 1ar Mhbaad) fee whoa yore Mee bees daisies namptioa is 
es Sully eaMrewd. et claims be (or Ls) Sea esemgae ors e 

spume amicerr. 
*wades elms imed!Ttele04r es

Wie le~oeew se
tiat fee es Walsh a th. hastt h 

w span la 1a War. 
(el Yee led that a depesteet fee whoa yew claimed enmpeloa will teere,.

Seso w mow el arose of ion .ea dunes tie year Incept yew child abe u 
a setts se oho is ender IC Ran of sea). 

The death of a wife or a dependent, does not &Sect your withholding 
mail the next year, but requires the ftlifg of Lam ceetaóote. If pos-

Bible. file a new certificate by December 1 of the year in which the 
death occu s. 

For further information consult your local Dialect Director of In-
ternal Revenue or your employer. 

4. DEPENDENTS—To qualify u your dependent (line 4 on other 
side), a person (a) must receive more than oocdralf of his or her 
support from you for the year, and (b) must have less than 3600 groaa 
income dunng the year (except your chit' who is a student or who is 
under 19 years of e), and must not be claimed a an exemption
by such persao~hussbaanda or ife, and (d) must be a citizen or resident 
of United Garda, Mexico, the Republic of 
Panann or the Canal Zane (this does not -ply to . _ alien child legally 
adopted by and living with a United States ennui abroad), and (e) 
must (1) have your hoax as his pnocipal residence and be a member 
of your household for the entire year. oc (2) be related so yet u 
follows: 

Your sea or drugbwr (Yelodleg Wally ad-peril children), medehild. sus 
sow. vrtd+ghwr. see-arse. se Lea car-:n-Iw; 

Your lather, motes. grana¡ueu, sw;tocli, sepmuber, fatbn•io-ti., a 
amne, m V., 

Your Mothu. Barer, aepbrmba, saepitur. ball Mabee, ball sign, Slewnia.. ee unarm Lis.; 
Yeee lock, a. u. sepaaw, be since (but Seely Y slued by blood). • 

5, PENALTIES.—Penalties are imposed for willfully supplying false 
information or willful failure to supply information which swirl re. 
duce the withholding exemptions. 

»,..ara nenn w-rs-tear-r 

Bock Ssdc 



Insurance: 

'Many companies/offer their employees a chance to 

enroll in group life or medical insurance. You may get  a

job at a place that offers this insurance.. If so, 

you will probably be asked to fill out an insurance form 

like the one given below. Read the form and notice the 

information needed on the form. 

Complete the following insurance enrollment form. 

Print your information neatly, and accurately. 

 GROUP INSURANCE ENROLMENT CARD 
LAST PANS 0/ APPLICANT /MST MAMI MIDDLE IMIIIAL e/1-lAL 1ICUPITT ...mum 

DATE or 515•84 DATE N [rm~OTr[M~IECTíYt OAfa 
O MALE , SINGLE 0 ACTIVt 

D MARRIED - O R[TIR[D O ~ : Mr 1 Te .e 1 M! r. Te l .e 1 N• 1 
MANE OP EMPLOTES 1MA[TMS POLICTNOLDISI OP SIN 

OCCUPATION N 100 TITLE THISAPPLICATION MYSELF ONLY ITOTAL MINIMA 
I OP ML151K[

IS /011 AND MY O[KND[NTE
I SEKIIOAMt Cm 

.0. VISIT MAN[ OP SPOUSE NICOLE INITIA SPOUSE OAT! N 5111TH INEISAMC[ IT CLASS 

M1.LIO/S 11P1 
M IIIN5AM0 N i_M• 1 TS —A-. 
LAST NAME N 5[MPM.YCT II55TIIASIE NICOLE IRIVIAL SILATIOPISMIP TO APPLICANT 

I MMSSS► ALiPHON1IS SIT IbPLOY511 YO MALE •MI MECISSAOY PATSOLL OLDICTION. IP'NT IS SEO.. IEEO 

OATH O► APPLICATION ' SISNATU•E OP APPLICANT 

ION INSURANCE COMPANY ISL 



DO YOU HAVE THE,RIGHT ANSWERS? 

We did not attempt to tell you everything you need 

to know to get a job in this -brochure. We only told you 

about the kinds of things which directly concern you, the 

law, your schook, and your'job. • 

You should be able to answer the following question 

"yes", before you look for a jot: 

1. Do you have a social security card? Yes No 

2. Do you have a copy of your birth 
certificate? Yes No 

3. Have you talked to a counselor about 
your job skllls'and abilities? .Yes No 

4. Have you taken a "self-inventory" to 
determine if you have any special 
skills. For example, typing, sewing, 
short order cook, etc:? Yes No 

5. Have you checked with a counselor 
to discuss whether or not personal 
appearance and attitudes will make 
a good impression on employers? Yes -Na 

6: Have you'filled out a personal infor-
mation sheet? Yes No 

7. Do you know where to look for Job 
information? Yes No 

8. Do you know how to write a job 
application letter ? Yes  No

9. Have you ever filled out a job 
application form? Yes No 

10.. Have you ever been lntervlewed for 
a Job? Yes No 

II. Have you ever taken a vocational 
aptitude test? Yes No 

12. Have,you ever taken a vocational 
interest Inventory? Yes No 



13.! Do you know the difference between 
gross pay and net 'pay? Yes No 

14. Do you know what kinds of deductions 
are takQn out of your paycheck? Yes No 

If you do not understand what any of these questions 

mean or cannot answer yes to any of them, you should talk 

to your school counselor or placement coordinator. 



 

WHAT ,WORDS DO YOU ,NEED TO KNOW? 

advancement- going forward; improvement'; 
promotion. 

agency- a business or an of f'i ce of a 
person or company that acts for someone 
else. Example: employ ment agency. 

agreement-an exchange of promises or a 
written record of mutual understanding; 
being of the same opinion• 

appliance- a device for a particular purpose, 
usually operated by hard or by mechanical 
or electrical means. Example: Washing machine 

applicant- a person who applies for something, 
as a job applicant. 

application- a request made personally or in 
writing, as an application for a job. 

appointment- an agreement to meet at a fixed 
time. 

asset- anything of value that is owrred by or 
belongs to a person, business, or organization. 

base pay- wages before overtime or deductions 
are figured. 

behavior- the way a person acts or conducts 
himself. 

category- a class; a variety; a particular kind. 

certificate- a statement written and signed, that 
is considered a •statement of truth by the 
law. 

civil service jobs- jobs in different branches of 
public service. Applicants must take competitive 
tests to qualify for civil service positions. 

commission- money paid to a person for selling 
something. 	

conditions- the state of affairs or circumstances. 
Example: the working conditions of a job. 

conflict- a fight; battle; struggle; failure to 
agree. 



contact- a social or business connection. 

contract- a legal agreement between two or more 
people to do-something. 

convicted- found guilty of a crime. 

coworker- someone who works with another 
employee. 
, 

current rate- the present,amount. 

custodian- a person who takes care of some-
thing. 

data- facts and information about something. 

dealer- a person who makes a business of 
buying and selling. 

deduction- something to be taken away or 
subtracted, as from wages. 

dependent- a person who relies upon another 
for support: 

detail- a small part; an item; explaining fully. 

directory- a book containing the names and 
addresses of people in a place. 

efficiency- the ability to do things well in, 
the least amount of time. 

eligible- legally qualified. 

emergency- an unexpected happening or condition 
calling for prompt action. . 

employee benefits- anything that contributes to 
the well-being of employees, such as health 
and retirement plans, rest. periods, vacations, 
sick leave, and good wages. 

exempt- excused or freed from some requirement. ' 

felony- a serious crime. 

free enterprise- business that is not controlled. 
by any power outside itself. 

fringe benefits- benefits that add to the cash 
wages that are paid to an employee. 

Garnishee- the act of seizing wages by legal 
procedure, usually for the purpose of paying 
creditors. 



general intelligence- the ability to deal with 
new situations. 

good risk- without fear of toss or danger• 

gross pay- total pay before taxes and other 
deductions are withheld. 

group insurance- insurance which covers 
individuals In a group of employees or 
persons. 

hazardous- dangerous or full of risk. 

hiring process- the procedure of selecting 
applicants for jobs. 

income tax- a tax on a person's income or 
wages.. 

industrial- having to do with Industries. 

`intelligence test- a test that estimates 
mental capacity. 

interview- a face-to-face meeting with some-
one for the purpose of talking or consulting. 

inventory- a list of assets or valuables with 
their estimated worth. 

itemized deductions- a listing of items or 
amounts that are taken away, as deductions 
from your paycheck. 

job opening- a chance to get a Job; an 
opportunity for work. 

job source- a place where a job Is available. 

job title- the name given to a particular 
job or position. 

judgement- the power of deciding wisely. 

labor union- en organization created for 
the purpose of advancing the interest of 
its members. 

law- rules made by the government. 

legal- established by the law and conforming 
to the law. 	

manual dexterity- ability to operate skill-
fully with one's hands. 



marital status; relating to marrlage; possible 
conditions; single, married, divorced, widowed.

maximum- the greatest amount possible. 

minimum wages- the lowest wage, as set by law, 
that can be paid to an emplAyee for the Job 
he pe-storms 

minor- under legal age. 

netaP Y' an employee's pay after every deduction 
has been withheld. 

occupation- e business or vocation. 

passing score- an acceptable grade, as on a • 
test. 

performance- the act of carrying out an action 
or job duty. 

policy- a plan or standard course of action. 

profession- en occupation that requires 
special education. 

qualifications- any special skill, knowledge, 
or ability that fits a person for a certain Job.

recommendation- a statement of praise for some-
one or something. 

reference- a written statement about someone's 
character or ability. 

register- to enroll; to enter one's name in 
a list. 

reliable- fit to be trusted or rolled upon; 
dependable. 

resume- a summary or statement of one's 
education, work experience, and personal 
references; an inventory submitted to an 
employer to tell him what you have to 
offer for a particular job. 

route man- an employee whose job takes him 
on a specified route to perform his job; 
delivery man. 

sick leave- an employee benefit; time off 
from work with pay for illness. 

 

 



social security- a federal program that permits 
an employee and his employer to contribute to 
• fund that provides cash payments as aid to 
an employee after he retires or to his family 
when he dies. A sum taken out of the 
employee's paycheck each payday and sent to 
the Social Security Administration along with 
the employer's equal contribution. 

split slhift- • Schedule of divided working 
hours. 

standard- a measure or model used to determine 
value. correctness, or usefulness of other 
Items. 

survey- to look at or to consider; a Complete 
study of something. 

tax return- the record of income tax informa-
tion filed with the Internai'Revenue Service 
every year. 

temporary- not permanent; for a limited time 
only. 

unions- for some Jobs you must belong to a 
union before employment or at the time of 
employment. For other Jobs you ar e required 
to Join a union after 90 days. 

union card- a card that identifies a person 
as • paid up member of a specified labor 
or trade union. 

union dues- money deducted from your pay and 
turned over to the union. 

violation- an act of breaking a law or 
creating a disturbance. 

vocational- referring to a vocation. trade, 
profession, or Occupation. 

withholding exemption certificate- • standard 
federal form (W-4) on which an employee lists 
the tax exemptions that he is entitled to. 

work load- the amount of work to be performed 
on • certain Job. 

workman's compensation- • sum of money (compen-
sation) given to an employee for injury or 
occupational disease which happened in 
connection with his Job. 



REFERENCE MATERIAL: 

Fron tho'Nichigan Department of education, Vocational 
Education and Career Devdlopment Service, P.O. Box,,928. 
Lansing, Michigan 48904. 

a) Employment of minors in Michigan-Bulletin 
, No. L-51 (Digest of Laws). 

b) Employer's Application for Approval to 
Employ Minors - Form No. L-52. 

c) Federal Bulletin No. 101 (available in 
single copies). 

2. From the U.S. Department of Labor, 219 Dearborn Street, 
Chicago, Illinois 600604. 

a) Child-Labor Provisions of the Fair labor   Standards 
Act (Child - Labor Bulletin No. 101).  

b) Employment of Student-learners (Regulations 
Part 520). Pursuant to Section 14 of the 

4 Fair Labor Standards Act of 1938, as amended. 

c) Handy Reference-Reference Guide to the Fair 
Labor Standards Act (Federal Wage-.Hour Law 
MÜPC IISO). 

d) Agriculture and the Child Lahor Requirements-
Child Labor Bulletin No. 102 Revised). 

e) Wage Deviation Forms to Obtain approval of 
less than $1.60 per hour for cooperative 
education trainees. 

J. From the 144chlyan Department of Labor, 300 East 
Michigan Avenue. Lansing, Michigan 48926. 

a) Labor News. 

b) Michigan Minimum Wage Lass. Form L-92. 

c) Employer's Application for approval 
ndmher to Lmploy Minors - Form Nn. I.-S2. 

	Ft !q-they Amer...en ', t r., rn-► : r!.,n for f. Insf:f!jet e. inc.. 
143O'Rroadway. `.e►. 1nrI. ';.Y, 10015. 

AI 	Lye Protektion Device. 	';t-► n.i ► rd,1 :X -.I 
1968. 
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