
Work Permit Instructions 

Student / Applicant Information 

You or your Parent / Guardian may fill this section out, but it must be complete or the work 

permit application will be returned to you. 

Pledge of Employer 

Your potential employer must complete this section on the application. All information is 

required. Since work permits are processed via a secure server with the Ohio Department of 

Commerce, a work permit cannot be processed without this information. It is acceptable for 

the employer to estimate the number of days and the number of hours you might work. 

“Varies” and “time varies” are not acceptable answers. Actual times must be indicated. If this 

section is not completely or correctly filled out, the work permit application will be returned to 

you. 

Applicant Information 

You or your Parent / Guardian may fill this section out, but it must be complete or the work 

permit application will be returned to you. 

Physician’s Approval 

If you do not have a current physical on file, your employer is requesting one. Your family 

doctor may complete this portion of the work permit. Please note that physicals are only good 

for (1) year. The doctor must indicate if you ARE or ARE NOT physically fit to work and then 

must sign and date the bottom section of this form. If there are any restrictions, they must be 

listed in the other side and must be marked as limited certificate. If there is no signature from a 

physician, the work permit application will be returned to you. 

School Record of Applicant for Employment Certificate 

This section must be filled out by the school you are enrolled in. The principal must sign and 

date this section. This section must be complete or the work permit application will be 

returned to you. 

Return the Work Permit Application to the Central Administrative Office 

After all sections have been completely filled out, you, the student, must bring the work permit 

application and your birth certificate personally to the Central Administrative Offices located at 

137 Clough Street in Bowling Green, Ohio. Your work permit will be filed electronically with the 

State of Ohio. You are required to sign a printed copy of the work permit. A copy of the work 

permit will be provided to the student and the original will be mailed to the employer. 

Note: A work permit is only good for one employer. A change of employer means you must submit 

another set of work permit application forms to the office of the Superintendent for processing.
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