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The Work Permit form provides the school with work standards permitted by the state for a 
student according to their age.  The Work Permit form allows the school to keep track of the 
students that have work permits, when they were issued, when they expire and the employer 
information.   
 
The default work standards permitted for a student will display depending on their age under 
the Hours, School in Session and School Not in Session section of the form.  A printed 
Work Permit can also be printed from this form.    
 

 
 
The Work Permit form is accessible through View All Forms.  Certain information must be 
setup prior to using this form.  The Permit Type field that displays on this form must be setup 
in the Update Code Table accessible through Other Functions.  
 
The employer information can be setup through the Employers option on this form.  The Rules 
option will display the standards setup by the state for students according to their age and will 
also print on a work permit when generated. 
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PERMIT TYPE SETUP 

The Permit Type information is setup in the Update Code Table form available through Other 
Functions.  Click the mouse on the Table drop down arrow and select the WPT table.    
 

 
 
Click the mouse on the Field drop down arrow and select the TY field.    
 

 
 

Click the mouse on the Add button and the cursor will display in the Code field.  Enter a Code 
for the permit type and press Tab.  Enter the permit type Description.   
 

 
 
To have the Permit Type be marked and printed on the B1-4 Work Permit enter 1.00 – 5.00 in 
the Amount column. 
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Setup ALL Permit Types.  When completed click the mouse on the Exit button. 
 

 
 
If the Amount column is utilized when the code is selected from the Work Permit form a check 
mark will automatically be printed on the B1-4 Form.  The amount entered in the Amount 
column MUST match the number on the form.  For example, 5. General on the form below 
must have a 5.00 in the amount column for General. 
 

 
 
The following are the values to be entered into the Amount columns for each Permit Type: 
 

1.00 - Full Time 
2.00 - Work Experience, Vocational Ed or Personal Attendant 
3.00 – Workability 
4.00 – Restricted 
5.00 - General 
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ADD EMPLOYER INFO 

The Work Permit form has an option that allows the user to add Employers and any pertinent 
information. To add an employer, click the mouse on the Employers button on the Work 
Permit form.  The following entry form will display.   
 

 
 
Click the mouse on the Add button at the bottom of the form.  The cursor will display in the 
Employer field and the employer Code will automatically be assigned numerically.   
 

 

 
NOTE:     Code Zero (0) CANNOT be used as an employer code.     
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Enter all Employer information and press Enter.  The employer will now be added to the EMP 
table. 
 

 

 
NOTE:   Take note that User codes are available on this form, which can be setup from  
               the Update Code Table form.   
 

 
ACCESSING THE WORK PERMIT FORM 

The Work Permit form will display a Date Input box at the beginning of each school year.  
Enter the default date that all work permits will expire and click the mouse on the OK button.   
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This date will be stored in the OPT table for Work Permit Expiration.  This date will display in 
the Expires field on the Work Permit form, which will be the default expiration date for all NEW 
work permits added. 
 

 

 
NOTE: The Date Input box also displays if the date is within 5 days of the Expires date.   
 

 
ADD A WORK PERMIT 

To add a work permit, use the Locate functions to select a student.  Notice the information for 
the Age of the student along with Hours fields under School In Session and School not in 
Session.  As a student is selected the Age is calculated and the Hours fields change to display 
the States standards depending upon the age of the student. 
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Click the mouse on the Add button at the bottom of the form.  The cursor will now display in the 
Employer field.  Click the mouse on the down arrow and all available employers will display. 
 

 
 
Click the mouse on the Employer selected and the Employer Code and Name will display.  
Press Tab and the cursor will display in the Permit Type field.  Click the mouse on the down 
arrow and select a work permit type code. 
 

 
 
The Code and Description will display.  Press Tab to access the remaining fields. Enter any 
information that needs to be changed and when complete press Enter. 

 
NOTE:  Remember that the Hours section displays the state standards that a student  
              can work while “School is in Session” and “School is Not in Session”.   
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CHANGE WORK PERMIT INFO 

To change work permit information, use the Locate functions to select a student.  Click the 
mouse on the Change button at the bottom of the form.  The cursor will now display in the 
Employer field.   
 
Press Tab to access the field selected. Enter any information that needs to be changed and 
when complete press Enter. 
 

 
 
If a change is made to a State Standard a message will display and will not allow the change to 
be made.  The following is an example of a message that might display. 
 

 
 

 
DELETE WORK PERMIT 

To delete a work permit, use the Locate functions to select a student.  Click the mouse to the 
left of the work permit to be deleted.  Click the mouse on the Delete button at the bottom of the 
form.  A warning message will display.  To continue click the mouse on the Yes button and the 
record will be deleted. 
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CHANGE DEFAULTS 

The State Standards that display on the Work Permit form can be accessed and changed by 
clicking the mouse on the Rules button.  Click the mouse on the Defaults button from the 
Work Permit Letter Text Editor.   
 
The information displayed under the School in Session and School NOT in Session are 
default values setup by the state. These values should not be changed unless State 
Standards have changed. 
 

 
 
The Hours that minor Must be in School can be setup as a default value from this form to 
automatically display on the Work Permit form. 
 
The expiration date can be reset from this form by entering the date in the Default Work 
Permit Expiration Date field.  The expiration date will display the new date in the Expires field 
on the Work Permit form. 
 
When Allow Extended Hours for WEE Students option is selected the following message will 
display.  This will allow users to increase the School in Session hours on the Work Permit 
form to the hours displayed for each age group.  When all changes are complete click the 
mouse on the OK button. 
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RESET DEFAULTS 

If the information in the Letter Text Editor is deleted by accident click the mouse on the 
Default button. Click the mouse on Reset Default Rules/Footer radio button to copy the rules 
back into the text editor.   
 
If any state standard has been changed incorrectly click the mouse on the Reset to State 
Defined Max Values and all values will be restored.  You can also change the Default Work 
Permit Expiration Date from this form. 
 

 
 

 
PRINT WORK PERMIT B 1-4 

The Permit to Employ B1-4 form provided by the State of California can be generated and 
printed from the Work Permit form.  The Print SSN option is available in the right hand corner 
to allow the Social Security number to print if it has been entered in the Social Security field.   
 
The Print Regulations option displayed above the Print button can be selected to print the 
State Regulations on the back or second page of the B1-4 form.  To print the B 1-4 form, click 
the mouse on the Print button at the bottom of the form.   
 

 
 
If the student has a Residence address the following option will display to allow you to print the 
Residential Address by clicking the Yes button instead of printing the Mailing Address.  If the 
No button is selected the Mailing Address will be printed. 
 

 

 
PLEASE NOTE: The Work Permit B 1-4 is a CDE form.  The information that is printed 
on the work permit cannot be modified and will only print information requested by CDE.  
You do not have to use the B 1-4 form and can use the OLD Aeries Report that is 
accessible at the bottom of the form.  
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The following is an example of the Work Permit that will be generated. 
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The following is an example of the State Regulations that will either print on the back of the 
work permit or on a second page if the Print Regulations option was selected. 
 

 

 
 



Page 13 –Aeries  Student Information System 
 

  

 

 
PRINT OLD WORK PERMIT 

The Old Work Permit can still be generated and printed from the Work Permit form.  To print 
the old permit, click the mouse on the Old Report option.  Click the mouse on the Print button 
at the bottom of the form.   
 

 
 
The following is an example of the Old Work Permit that will be generated. 
 

 
 

 
LETTER TEXT EDITOR 

The information that is printed at the bottom of the OLD Work Permit is setup and accessed 
from the Work Permit Letter Text Editor.  To display the Work Permit Letter Text Editor 
click the mouse on the Rules button at the bottom right of the Work Permit form.   
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The following form will display with the working standards automatically entered into the text 
according to the State. These are the standards that will print on the Old Work Permit when 
generated from the Work Permit form. 
 

 
 
To print out a copy of these standards click the mouse on the Print button.  A printout will be 
generated of the form displayed above with the work permit standards. 

 
NOTE: Information on this form contains State Standards for a student according to  
             age.  This information can be changed from the Defaults form but it is suggested  
             that it only be changed if the state standards changed. 
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PRE-PRINTED FORMS - STATE REQUIREMENTS 

The information in the body of the letter can be deleted if a pre-printed form is used that already 
has the state requirements printed on the back of a work permit. 
 
Hi-lite the details within the body of the letter and press the Delete key.  The information will be 
deleted and will no longer print on the work permit.  The signature line will now print in the 
middle of the page instead of at the bottom. 
 

 
 
A footer also prints on the bottom of the OLD Work Permit.  The footer contains the Schools 
Name and District that is located in the LOC table.  To display the footer click the mouse on the 
Footer button and the footer will display.  This information can be changed if necessary. 
 

 
 
It is suggested that a work permit be generated and that the information is verified to be 
correct before printing valid work permits. 


