What is Apprenticeship? (And why don’t we use it?)
SECTION 1:

Apprenticeship pays.
Yes, we know – you’ve heard this before. But “Apprenticeship pays” isn’t a slogan, it’s a fact. And it’s not us
talking – it’s employers across Canada who are just like you. Employers who told us that hiring apprentices has
been a key to their success.*
Here’s the thing. If you own or manage a small or medium-sized company that requires skilled tradespersons.
Chances are you’ve been finding it harder than it used to be to hire skilled workers.
It’s not your imagination. There is a shortage of skilled trade workers in Canada. And it’s getting worse as baby
boomers retire and fewer young people are available to take their place.
So where will you get the talent you need to complete the jobs you have in house or to ramp up for future projects?
1. Do you stop looking and hope you can manage with the staff you have?
2. Do you take on someone who may not have the skills you need and hope they work out?
3. Or do you hire an apprentice and train them to your own requirements?
We recommend option three. Hire and train an apprentice. It’s the best way to create the certified professionals
you need to sustain and grow your business.
What’s more, the returns are outstanding. The employers we talked to experienced an average revenue of
$1.47 for every dollar they invested in apprentice training. That’s almost a 50% return! And our studies show
it’s getting better every year.*
But here’s a surprise. Employers tell us this payback begins even before the apprentice period is over. It seems
that bringing motivated, techno-savvy young people on staff can energize your whole workforce to improve
their productivity and your bottom line.
And the best part is this. When you develop skilled workers to grow your business, you also help to keep your
trade growing and adapting to industry needs. That’s good for all of us – and it’s great for Canada’s future. You
may be a small business, but you can make a huge difference.
Just ask us.
*To see the complete study, download It Pays to Hire an Apprentice
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Apprenticeship at a Glance
WHAT IS APPRENTICESHIP?

WHO PAYS FOR IT?

1. Apprenticeship is post-secondary education – like
university or college – that helps people learn a
particular trade by combining technical training instruction
and on-the-job training.

8. You pay the apprentice’s wages. While your apprentice
trains on the job, you pay them an hourly wage. This
begins as a portion of the trained rate of pay for the
occupation, and increases as they complete each level
of the program.

2. Depending on the trade, an apprenticeship period will
range from two to five years.
3. When it’s over, the apprentice can obtain full
journeyperson status.

9. The apprentice may pays for tuition. They may also be
required to pay for books and tools.

WHO’S IN CHARGE?
HOW DOES IT WORK?
4. You hire an apprentice. Someone who wants to earn
while they learn a skilled trade, for two to five years
depending on the occupation.
5. You provide structured, supervised on-the-job training.
The apprentice learns hands-on by working directly under
the supervision of a skilled journeyperson in your
workplace. (80% of the program)
6. Your apprentice participates in related technical
training. (20% of the program)
7. Your apprentice earns credentials. By successfully
completing the training and instruction and the required
assessments, your apprentice will achieve official
journeyperson status with a recognized Certificate of
Qualification that is issued by your provincial or territorial
Apprenticeship Authority.

10. Apprenticeship is government regulated but industry
driven. To ensure provincial/territorial trade standards,
the industry defines the content of both training and
instruction. Specific provincial/territorial regulations
establish the length of on-the-job training, the type and
amount of related technical training instruction and the
supervision of the apprentice.
11. You and your apprentice sign a contract. Apprenticeship
begins with a signed legal agreement between you (the
employer), the apprentice, and the province/territory. This
agreement specifies the length of training, the technical
training instruction required, the skills to be learned, and
the wages the apprentice will receive.
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Why should we train an apprentice?
Because it’s an investment in your company – with excellent returns! In 2008 CAF-FCA surveyed 1,000 employers from 16
trades in every region across Canada. Many of those with apprenticeship programs consider it a key to their success. Their top
reason? It can ensure a sustainable supply of skilled workers trained to their own needs. Apprenticeship can give your company
the same competitive edge. Here’s why:

8 BENEFITS FOR YOUR BUSINESS
1. It makes your company more productive.
Naturally a person who is properly trained is more
productive than one who’s not. But it’s also true that a
journeyperson you train internally will be more productive
than one you hire from outside. In the beginning an
apprentice can do basic things that help the rest of your
team work more efficiently. As they gain skills and
knowledge, they also develop a thorough understanding
of your business needs and how best to meet them.
Gradually they become highly trained professionals who
perform at peak efficiency to maximize your productivity.
2. Improves your product quality.
Through hands-on training and classroom instruction,
apprentices get to really understand their trade and its
tools. They learn to maintain equipment properly and use
material appropriately, ensuring a quality product, less
waste, and longer life for your valuable equipment. The
whole experience instills a sense of pride that can
increase the overall standard of quality in the shop.
3. Enhances the skills of all your staff.

4. Improves health and safety.
A journeyperson who teaches and monitors safety
procedures for an apprentice is likely to become more
rigorous about safe work practices throughout the shop.
This can lead to fewer mistakes and accidents, lower
compensation costs, and lower insurance costs as
insurance companies recognize the lower risk of
a skilled workforce.
5. Reduces employee turnover and costs.
A person who wants to serve an apprenticeship is one
who is willing to make a commitment to a career and to
your company. Studies show that employees who are
properly trained tend to work for the same employer
longer and take fewer sick days. Especially if they see
themselves in a career, not just a job. People in careers
are more motivated and have more job satisfaction, so
they’re more likely to stay put. Which is good, because
employee turnover costs can be many times the leaver’s
annual wage in terms of lost expertise and productivity,
decreased staff morale, training time and materials, lower
customer service, even loss of customers.

Apprentices are keen to learn and their enthusiasm is
contagious. Journeypersons who train them will enhance
and revitalize their own skills and knowledge. And during
classroom instruction, apprentices learn the latest
technology and best practices which they can pass on to
all your staff. This two-way skills development can inspire
others to continually improve.
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8 BENEFITS FOR YOUR BUSINESS (CONTINUED)
6. Provides a competitive edge.
Hiring an energetic and techno-savvy young person
can give your shop a real leg up when it comes to
competing for customers and contracts (especially
valuable if you’re a smaller company). Young people
embrace technology, and during technical training
instruction they’re exposed to the latest innovations that
could be valuable to your business. Having this special
insight in your workforce can lay the foundation for a
competitive edge that attracts excellent employees – and
customers.

Apprenticeship pays.
COSTS

BENEFITS

Apprentice’s wage –
increases as the apprentice
becomes more valuable to
you

Increased productivity and
revenue

Journeyperson’s time to train –
decreases as the apprentice
becomes more competent

Improved product quality and
customer satisfaction
A competitive edge from
knowing the latest technology

7. Makes you more profitable.
Our ongoing Return on Training Investment (ROTI)
research shows that employer costs in terms of apprentice
wages, administration and journeyperson’s time are more
than offset by increased revenue from higher productivity,
knowledge of the latest technology, higher customer
satisfaction, and the ability to take on more jobs. The net
benefit is quite astounding. Our latest survey showed that
by the end of year four, each dollar invested returned an
average of a dollar forty seven. That’s almost a 50%
return! Our research also shows that revenues start
exceeding costs even before they finish training –
generally by the end of year two! Training pays out
for all sizes of business, right across Canada. And this
payout grows as the apprentice becomes a highly trained
employee who makes a real contribution to your
bottom line.

Time to administer the training
plan and confirm training
documents

Enhanced skills of all staff
Improved health and safety
Higher employee retention for
lower turnover costs
More skilled staff to take on
more contracts
A profitable return on training
investment
The employees you need with
the skills you want to plan a
successful future

8. Lets you plan a successful future.
The end result of your apprenticeship program is also the
best benefit. While others struggle to find skilled workers,
you will have employees who are fully trained to industry
standards AND understand the unique values of your
workplace. Apprenticeship can give you a pipeline of
skilled trades people for the future, while you provide
career opportunities today.
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But will it work for MY company?
The overwhelming evidence says yes, it will. Our survey of 1,000 employers in 16 trades shows that training pays off for all
sizes of business, right across Canada. We know you still have questions. These answers should help you rest easy.

7 FACTS FOR YOUR PEACE OF MIND
1. What if my journeyperson doesn’t want to train an
apprentice?
Fact: Employers say journeypersons jump at the chance.
According to those we talked to, many journeypersons
say training an apprentice gives them a new lease on
life. They enjoy passing on their wisdom, and refreshing
their own skills and knowledge at the same time. They
especially like it when apprentices share the latest tools
and techniques they learn at school. Even those
journeypersons that were reluctant at first become
enthusiastic and committed.
2. I can’t believe our productivity won’t suffer.
Fact: Studies show that apprentices make you MORE
productive, not less. Apprentices are motivated and their
energy is contagious. And when they’re looking over
your shoulders, you’re all more conscious of doing
things right … like keeping the shop clean and safe,
maintaining equipment, and using tools and materials
properly. Thanks to apprentices, many employers say
they have decreased their unit cost through less waste,
fewer mistakes and fewer warranty returns.
3. I can’t afford to pay an apprentice.
Fact: Apprentice wages are a sound investment with
outstanding returns. They start as a portion of a trained
employee’s wage, and grow as the apprentice becomes
more valuable to you. Along the way they are more than
paid back by the returns you gain from higher productivity
and lower turnover. You can also apply for the tax credits
available.
4. Our shop is slow right now – I don’t have enough work
for an apprentice.

5. I don’t have the time to administer this.
Fact: Managing an apprenticeship is not complex or
time consuming. Your local Apprenticeship branch may
provide a structured training program with up-to-date
learning materials, including step-by-step task lists for
your journeyperson and apprentice to follow.
6. What if the apprentice doesn’t fit in?
Fact: They’re more likely to fit in than someone you hire
from outside. In fact, employers told us that “better fit with
the organization” was one of the best results of training
an apprentice. That’s because the on-the-job training will
effectively tailor the apprentice to your corporate culture.
Under the wing of your journeyperson, they will learn
your systems and processes, gain the skills your business
needs, understand the industry you work in, and inherit
the values and standards of your company. Chances are
your apprentices will do more than fit in – they will
become the mainstay of your business.
7. What if my trained apprentice gets poached?
Fact: Studies show that apprentices stay longer than
workers you hire from outside. When you train
apprentices, they appreciate the investment you’ve made
and tend to stick around, especially if they can envision a
career and not just a job. They will be more interested,
more motivated and more loyal. And if they do eventually
leave, you still won’t lose – remember, the revenues that
an apprentice generates begin to exceed costs before
their apprentice period is over.

Now complete Section 1 Worksheet

Fact: If you train them, it will come. Business goes up and
down for all of us. But if you wait until you need someone
and hire at the last minute, skilled workers can be harder
to find and cost more to hire. You may be forced to take
on people who aren’t suitable. So instead of thinking job
to job, look ahead to the skills you will need in the future,
and hire an apprentice now to make sure you have them.

FUNDED BY THE GOVERNMENT OF CANADA’S SECTOR COUNCIL PROGRAM
BROUGHT TO YOU BY CANADIAN APPRENTICESHIP FORUM

SECTION 1

5

Okay, remind me – who does what?
An apprenticeship is a partnership between you (the employer), your apprentice, and your provincial or territorial Apprenticeship
Authority (you will find yours listed in Section 6).

3 PARTNERS WITH EQUAL COMMITMENT
1. You (the Employer) will:
•

Hire and register your apprentice – Contact your local
Apprenticeship Authority office and sign an agreement
with the apprentice outlining the responsibilities of all
parties throughout the apprenticeship period.

•

Provide the workplace – Give your apprentice a safe
place to work that encourages learning, with proper
equipment and shop facilities.

•

Provide on-the-job training – Give your apprentice the
required skills training in your workplace, supervised by
a certified journeyperson, and work with the apprentice
to successfully complete it.

•

Pay wages – Pay your apprentice a fair hourly wage
while they train on the job, usually set at a rising
percentage of the journeyperson’s wage.

•

Support technical training – Give your apprentice time off
work to complete the related instruction at each stage of
the program.

•

•

•

Manage their time, keep work records, and keep track of
their progress including the hours and skill sets required to
complete the apprenticeship.

•

Provide honest and loyal service, showing due regard for
your property.

•

Obey all lawful orders given by you or any person
you designate.

•

Work safely, not just for their own sake but for the safety
of their co-workers.

3. Your Apprenticeship Authority will:
•

Work with industry to develop and maintain occupational
definitions, training and certification standards.

•

Designate and authorize training institutions to deliver the
technical training.

•

Help schedule training (in most provinces and territories).

Keep records – Keep accurate records of on-the-job
training (hours and type of work) and update your
apprentice’s log book.

•

Monitor and verify record books for your apprentices and
qualified journeypersons, and issue certificates.

•

Conduct Assessments.

Keep in touch – Notify your local Apprenticeship
Authority if there are any changes or developments that
could affect your apprenticeship program.

•

Keep you and your apprentices informed about
the system.

2. Your Apprentice will:
•

Commit to a period of on-the-job and technical training.

•

Actively participate in and successfully complete
the required on-the-job training to learn and perfect
specified skills.

•

Attend technical training and may pay for tuition.
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What is Apprenticeship? (And why don’t we use it?)
SECTION 1: WORKSHEETS

Use these worksheets to collect your thoughts about hiring an apprentice for your company. In fact, make copies and give them
to all your journeypersons and staff and get their ideas too. Then bring everyone together and compare notes. It’s important that
you have full staff support to make your program a success.

1.1 WHAT COULD WE GAIN FROM TRAINING AN APPRENTICE?
Which of these statements resonates with you and your staff? Use the left-hand column to number them in order of importance.
Then use the right-hand column for questions or comments to talk about together.

OUR BUSINESS NEEDS TO:
Be more productive

Improve our product quality

Enhance the skills of all staff

Improve health and safety

Increase employee retention
and reduce turnover costs

Gain a competitive edge that
attracts talent and customers

Be more profitable

Plan a successful future

Provide career opportunities
in our area

Other?
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1.2 WHY HAVEN’T WE DONE IT BEFORE?
What has stopped you from hiring an apprentice? Number the reasons in order of relevance. Then check out the facts in the
right-column and use the space for questions or comments.

OUR EXCUSES

THE FACTS

Our Journeyperson won’t
want to train an apprentice.

Most enjoy sharing their skills and learning new ones.

Our productivity will suffer.

An apprentice will make us MORE productive, not less.

We can’t afford to pay an
apprentice.

We will gain a lot more than we pay out.

We don’t have enough work
for an apprentice.

If we train them, it will come.

We don’t have the time to
administer this.

Everything’s organized for us including training materials.

An apprentice won’t fit in.

They’re more likely to fit in than someone we hire from outside.

Once trained, our
apprentice will get poached
by another company.

Apprentices stay longer than workers hired from outside.
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What does it take to create an Apprenticeship program?
SECTION 2:

Take me through the process.
10 STEPS TO IMPLEMENT YOUR APPRENTICESHIP PROGRAM
1. Decide what skills you need and what you can provide.
To begin, clearly define what role an apprentice could
play in your business. What occupation and types of jobs
do you want them for, and what knowledge and skills will
they need? Make sure you have safe facilities and tools
for training this trade. Then talk with your staff and identify
a journeyperson who is capable and committed to
training an apprentice to your standards and business
requirements. Don’t forget to check workplace policies
or agreements.
2. Find an apprentice.
Decide what qualifications the applicant will need for this
occupation. These should be clear, objective and provide
equal opportunity. Then look first to promote from within.
This will build loyalty at your company. If there is no one
suitable on staff, look for qualified candidates with the
help of your apprenticeship office, union, trade and
industry associations, secondary school boards or local
colleges and training institutions. You can also advertise
in newspapers or on Internet sites such as monster.ca,
working.canada.com, workopolis.com, and
apprenticesearch.com.

Note: Have you thought about hiring a female
apprentice? To learn why and how, please see
Section 4: “Consider a Female Apprentice.”

3. Register your apprentice.
Once you have accepted an applicant, contact your
local Apprenticeship Authority office and register your
new employee as an apprentice. You will both be asked
to sign a legal Apprentice Agreement that outlines
everyone’s responsibilities. It specifies the length of the
training and the supervision provided, the related
instruction required, the skills to be learned, the wages
the apprentice will receive, and the schedule for wage
increases. You will also be given information on the
certification for your apprentice’s trade.

4. Receive training materials.
Your Apprenticeship Authority office will need to approve
and monitor your program to make sure it follows
provincial/territorial regulations and abides by the terms
of your Apprentice Agreement. They will work with you to
develop a schedule that meets apprenticeship standards
for the occupation. They will also provide a competency
checklist of the tasks that your apprentice needs to master.
5. Support technical training instruction and time off
to attend.
Plan to release your apprentice from work duties as
needed to attend technical training.

WHERE TO FIND AN APPRENTICE:
• On staff – Start by asking yourself if you can promote
from within.
• Apprentice Authority – Contact your local apprenticeship
and industry training office. Check your province’s or
territory’s apprenticeship website to see what is available
to connect employers and candidates.
• Union, trade and industry associations – Ask if they can
connect you to good apprentice candidates.
• Schools – Visit secondary school boards as well as local
colleges and training institutions.
• Career ads – Advertise on monster.ca, workopolis.com and
working.canada.com
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10 STEPS TO IMPLEMENT YOUR APPRENTICESHIP PROGRAM (CONTINUED)
6. Prepare your journeyperson.
Get together and review the training materials so you
both have a good feel for the program. Read through
Section 3: “A Journeyperson’s guide to apprentice
training” to get familiar with your journeyperson’s role and
evaluate their mentoring/coaching skills. If needed,
consider formal training at a local institute of learning.
7. Provide on-the-job training and pay your apprentice’s
wages.
Make sure your assigned journeyperson is available to
train, supervise and mentor your apprentice and has a
schedule of the work processes to be completed. Pay the
apprentice according to the pre-set wage scale in the
Apprentice Agreement.
8. Monitor your apprentice’s progress and keep
accurate records.

9. Keep in touch with your Apprenticeship Authority office.
Throughout the apprenticeship period, notify your local
Apprenticeship Authority if: (a) there are changes to your
facilities, equipment, or staffing which could affect your
ability to provide on-the-job training or supervision; (b)
your company relocates or changes its mailing address;
or (c) the apprentice leaves your employ.
10. Be proud of what you’ve accomplished!
When training is complete, encourage your apprentice
to write the examination to become a Certified
Journeyperson. In some provinces or territories, you may
need to provide a letter verifying that the apprentice has
completed all certification requirements. If they pass the
exam, make a fuss! Congratulate your apprentice, your
journeyperson and your whole company for a job
well done.

Systematically track your apprentice’s on-the-job training
(hours and type of work) as well as instruction. You
may be provided with an official log book to do this.
Periodically evaluate your apprentice’s progress to make
sure they are developing the skills to meet the trade
standards.
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How do I make sure it works?
9 TIPS FOR A SUCCESSFUL PROGRAM
1. Encourage support from all staff.
Before you even hire an apprentice, make the work
environment a positive place to be, where everyone
receives fair and equal treatment and where apprentices
will feel appreciated by the company and by their peers.
Educate all staff on how important and valuable it is to
have apprentices on the job site. Encourage them to learn
from the apprentice as well as help teach them. In fact,
invite all staff to update their skills. Post information about
courses and seminars, and then display training
certificates they earn and recognize excellent employees.
2. Select your apprentice carefully.
Take your time when evaluating candidates. Employers
with solid retention records say they do thorough
assessments to make sure the apprentice they choose will
adapt successfully to the company and stay with it.
3. Make them feel needed.
Inspire your apprentice by making them feel part of a
growing company and showing how their role is
important to the future of your whole company. Explain
the nature of your business, how it works and how the
apprentice fits into the bigger picture.
4. Plan the training together.
Review the contract with your apprentice so they
understand your expectations and requirements. Clearly
define the training objectives and the different skills they
will need to learn. Then work together to create a basic
training plan and outline a schedule for monitoring their
progress (formally and informally). Set challenging but
realistic goals and encourage the apprentice to progress
through the program and earn their certificate.

7. Gradually increase their responsibility.
With your journeyperson, do regular reviews of the
apprentice’s performance and give feedback on their
progress. If they are doing well, increase their level of
responsibility. Offer diverse training experiences rather
than repetitive work. This will keep your apprentice
interested and challenged, and also increase your
company’s overall skill base.
8. Respect the need for technical training instruction.
The technical and theoretical training is valuable for both
of you, so release your apprentice from work. Show you
are committed to have them complete all aspects of the
program. Remind your supervisors to be just as supportive.
9. Stay on top of administration.
No one likes paperwork, but in this case it’s not just
essential – it’s inspiring. Keeping accurate records lets
you see progress right there on paper. You can make any
needed adjustments right away, and look back over the
long term to recognize (and celebrate) your apprentice’s
achievements.
Note: If you have hired a female apprentice, there are
additional things you can do to make your program a
success. For the details, please see the Section 4 page:
“How do we recruit and retain a female apprentice?

6 THINGS AN APPRENTICE LOOKS
FOR IN AN EMPLOYER:
1. Make sure a journeyperson is on hand to supervise me and
be a mentor.

5. Envision a career path, not just a job.
Help your apprentice map out a changing and rewarding
career including a plan for advancement within your
company. Start with a professional job description that
states the required skills, responsibilities and expected
performance. Then identify promotion paths within the
job, and plan for skill development opportunities.
6. Gradually reduce apprentice supervision.
Talk with your journeyperson and apprentice on a regular
basis to see how training is going and check if the level
of supervision is appropriate. As the apprentice becomes
more competent and confident, reduce the level of
supervision. This will show that you trust their abilities and
encourage them to perfect their skills independently.

2. Envision a career path for me, not just a job.
3. Set goals. Encourage me to progress through the program
and get my certificate.
4. Give me diverse training experiences rather than repetitive
work.
5. Make sure I complete my technical training.
6. Help me, if necessary, to stay on top of the administrative
requirements.

Now complete Section 2 Worksheet
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What does it take to create an Apprenticeship program?
SECTION 2: WORKSHEETS

Use these worksheets to collect your thoughts about hiring an apprentice for your company. In fact, make copies and give them
to all your journeypersons and staff and get their ideas too. Then bring everyone together and compare notes. It’s important that
you have full staff support to make your program a success.

2.1 WHERE COULD WE USE AN APPRENTICE?
What jobs do we need help with, now or in the future? What occupation / trade does this represent?

NOTE
What knowledge and skills will the apprentice need to develop in this occupation?

NOTE
What qualifications, interests or abilities should they have already?

NOTE
To do this job, an apprentice would need to be ...

NOTE
To fit into our team, an apprentice had better be ...

NOTE
OUR BUSINESS NEEDS TO:

2.2 WHAT CAN WE PROVIDE FOR THIS APPRENTICE?
A journeyperson who is capable and committed to training an apprentice? If yes, who?

NOTE
A workspace that is safe and adequate for training this occupation? If not, what do we need to change?

NOTE
Tools and equipment they will need for training? If not, what do we need to add?

NOTE
Related instruction at a technical training institute in our area? If so, where?

NOTE
A career opportunity, not just a job, with a plan to advance in our company?

NOTE
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2.3 CAN WE PROMOTE FROM WITHIN?
A suitable employee who wishes to be an apprentice? If yes, who?

NOTE

2.4 IF NOT, WHO COULD HELP US FIND QUALIFIED CANDIDATES?
Our provincial / territorial Apprenticeship Authority (contact information):

NOTE
Our trade union (contact information):

NOTE
Our trade and industry association (contact information):

NOTE
Local secondary schools or school boards (contact information):

NOTE
Local colleges and training institutions (contact information):

NOTE
Ads in newspaper (contact information, cost):

NOTE
Ad on monster.ca

NOTE
Ad on workopolis.com

NOTE
Ad on working.canada.com

NOTE
Other?

NOTE
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The rest of these Section 2 Worksheets are a REMINDER CHECKLIST of the steps involved in creating a successful
apprenticeship program. Use the space to write down any questions or concerns you have about specific points, and explore
constructive solutions or adaptations for making apprenticeship work in YOUR company. Got a great idea? Let us know at
info@caf-fca.org.

2.5 PREPARE TO WELCOME AN APPRENTICE:
Encourage support from all staff.
• Educate all staff on how important it is to have an apprentice on the job site.
• Foster a positive environment where apprentices feel appreciated by their colleagues

NOTE
Create a learning culture.
• Encourage staff to learn from the apprentice as well as teach them.
• Invite all staff to update their skills, and post information about courses and seminars.
• Display certificates and recognize excellence.

NOTE

2.6 DECIDE ON THE APPRENTICE / JOURNEYPERSON TEAM:
Apprentice’s position (trade and occupation):

NOTE
Journeyperson (Name, trade and position):

NOTE

2.7 SELECT THE BEST CANDIDATE BASED ON:
Must have:

NOTE
Nice to have:

NOTE
Not important:

NOTE
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2.8 REGISTER THE APPRENTICE.
Our Provincial / Territorial Apprentice Authority is located at (see Section 6):

NOTE
Sign the Apprentice Agreement with the apprentice. Make sure all parties are clear about:
•
•
•
•
•
•

Length of the training (2 to 5 years)
Supervision provided
Technical training instruction required
Skills to be learned
Wages the apprentice will receive
Schedule for wage increases.

NOTE

2.9 RECEIVE TRAINING MATERIALS AND SCHEDULE.
While at the Apprenticeship Authority office:
• Receive training materials and the competency checklist of tasks the apprentice must master.
• Receive information on certification for the apprentice’s trade.
• Work with the Apprenticeship office to develop a training schedule.

NOTE

2.10 WELCOME THE APPRENTICE AND PROVIDE ORIENTATION.
Make the apprentice feel needed.
• They are part of a growing company and their role is important to its future.
• Explain how this business works and how they fit in.
• Outline their potential career path with the company.

NOTE
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2.11 PLAN THE ON-THE-JOB TRAINING.
With your apprentice and journeyperson, create a training schedule.
• Review the contract, training objectives and skills the apprentice needs to learn.
• Outline a training plan and monitoring schedule.
• Set goals toward achieving the trade certificate by the end of the apprenticeship period (2-5 years) .

NOTE
Map a career path, not just a job.
• Create a job description.
• Identify a promotion path within your company.
• Set goals along this career and plan skill development opportunities.

NOTE

Explore the apprentice’s preferred learning style:
•
•
•
•
•
•
•

Seeing diagrams, flow charts, videos and printed materials
Participating in discussions and having information explained
Reflecting on what has been learned and experienced hands-on
Understanding facts and data
Logically progressing through a step-by-step process
Learning through new concepts and seeing the big picture
Other?

NOTE

2.12 ARRANGE TECHNICAL TRAINING.
Having reviewed our business needs for the year, the best time for the apprentice to participate in technical training would be (specific
months or weeks):

NOTE
We will work with the apprentice to develop a schedule that suits both of us.

NOTE
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2.13 KEEP ACCURATE RECORDS.
On-the-job training: Keep accurate records of hours and type of work (we may be provided with an official log book to do this).

NOTE
Apprentice’s own records: Sign / confirm the training documents that the apprentice completes.

NOTE

2.14 MONITOR THE APPRENTICE’S PROGRESS.
With your journeyperson:
• Regularly review the apprentice’s progress / performance and give constructive feedback.
• Are they developing the skills, knowledge and understanding to meet the trade standards?
• Are they developing the attitude and commitment to meet YOUR standards?

NOTE

Gradually reduce supervision.
• Do apprentice and journeyperson feel the level of supervision is appropriate?
• As the apprentice becomes more competent and confident, reduce the level of supervision and encourage them to perfect their skills
independently.

NOTE

Gradually increase responsibility.
• If the apprentice is doing well, increase their responsibility.
• Keep offering different experiences to keep them challenged.

NOTE
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2.15 PAY THE APPRENTICE’S WAGES.
Apprentice’s position (trade and occupation):

NOTE
Journeyperson (Name, trade and position):

NOTE

2.16 NOTIFY OUR LOCAL APPRENTICESHIP AUTHORITY IF:
There are changes to your facilities, equipment, or staffing which could affect your ability to provide on-the-job training or supervision.

NOTE
Your company relocates or changes its mailing address.

NOTE
The apprentice leaves your employ.

NOTE

2.17 WHEN TRAINING IS COMPLETE…
Encourage the apprentice to write the certification examination.
Goal date:

Location:

If required in your province/territory, provide a letter verifying the apprentice has completed all certification requirements.
Required?

Done?

If the apprentice passes the exam, celebrate!

NOTE
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A Journeyperson’s guide to apprentice training.
SECTION 3:

As a coach / mentor, what do I need to do?
First, be proud of yourself. You are about to do an exceptional thing for your company and for Canada’s future. Second, don’t
be afraid to ask for help. While the content of training is laid out by your local Apprenticeship Authority, the quality of training
will depend on you. Are you ready to share your skills and knowledge with an apprentice as a complement to your regular
responsibilities? Do you feel confident that you can help an apprentice become more proficient and self reliant?
If you feel you could benefit from formal Mentoring/Coaching training, by all means contact your local community college for
courses or your provincial/territory. A wide range of mentoring tools are also available at the “Apprenticeship Works: Build on
it” database on the Workshop page of this site. Either way, keep these tips in mind.

5 KEY TASKS FOR A JOURNEYPERSON
1. Know the program.
Get to know your apprentice’s structured training program
including the learning materials, the schedule of work
processes and the competency checklist of tasks the
apprentice needs to complete. Organize instructional
resource materials so you and your apprentice can
access them easily. If you need more resources, know
how to access apprenticeship information in your
province/territory.
2. Plan the training schedule.
Be diligent about planning. Create an annual training
schedule for developing the required apprentice skills.
Then get together with your apprentice and plan daily,
weekly and monthly training activities. Set reasonable
training goals and performance expectations, and
establish progressive skill levels so the apprentice
always knows how to advance to the next one.

4. Teach time management too.
Getting the job done right means using the head as well
as the hands. So don’t just delegate tasks. Your apprentice
also needs to know how to accomplish all job
requirements in a timely manner while maintaining a
standard of quality. Teach them about managing their
time – how to clarify priorities and structure the day,
overcome procrastination and eliminate time wasters,
and control the details while always focusing on results.
5. Monitor and review performance.
Keep up-to-date records for relevant workplace training
requirements. Regularly monitor that the apprentice’s tasks
have been completed. At the end of each scheduled
training period, give the apprentice a written constructive
performance review.

3. Begin with the basics.
Start by explaining to the apprentice what the employer
and co-workers expect from him or her, and what the
apprentice can expect in return. Then review the length
of on-the-job training, the related instruction required, the
skills to be learned, the supervision provided, and the
wages they will receive. Also help them understand the
working relationship between the trades, as well as the
occupational language including tools and processes.
Above all, instruct the apprentice
on workplace safety and the recommended handling
procedures for hazardous materials.
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6 WAYS TO DO THEM WELL
1. Be a Coach – train the skills.
Your main role is to help the apprentice master the skills
to gain certification in your trade. You will have training
materials to follow, but good coaching can make all the
difference. Recognize the apprentice’s skill level and
preferred learning style. For example, do they find it
easier to learn a task by reading written instructions,
studying diagrams or talking it through? For each task,
give step-by-step instructions and have your apprentice
repeat them to you before doing the work. Encourage
them to see you immediately if they are unclear about a
task. Give direct feedback as soon as possible following
an action, and look for opportunities to praise your
apprentice when they correctly understand and
complete an assignment.
2. Be a Motivator – engage the spirit.
You will want to keep the apprentice excited about
moving forward – eager to strive and achieve every day.
So approach every session with enthusiasm, and give the
apprentice every chance to do their best. Set out clear
expectations and reinforce them regularly. Catch your
apprentice in the act of “doing things right”. Then use
every performance appraisal as a chance to recognize
their efforts and motivate continued improvement. If you
notice chronic behavior problems, bring them to light,
agree with your apprentice on a course of action, and
always end on a positive note.
3. Be a Leader – earn respect.
Your apprentice will be more confident training with
someone who knows the end goal and is in control –
someone they can respect and look up to. So lead by
example. Actively participate in the apprentice’s on-thejob learning. Expect the best, and insist they do as much
and as well as they can. At the same time, be flexible
and respect their point of view. Foster a positive,
cooperative partnership in which you both contribute
to the discussion. Above all, recognize initiative, effort
and commitment, and give credit where it’s due!

4. Be a Mentor – guide a life.
If it feels right, think of your apprentice as a protégé
whom you can guide and inspire in life as well as on the
job. Be a trusted friend and commit to being available.
Remember what it was like when you were starting out,
and empathize with their worries and stumbling blocks.
Help them set goals and navigate the challenges of each
training period. Above all, see the best in your apprentice
and help them see the best in themselves. Explore career
plans and professional development opportunities. Give
them the confidence to direct their life and become the
person they want to be. Also recognize when you can’t
help and need to refer your apprentice to someone better
equipped to deal with the situation.
5. Communicate – and listen.
Strive to understand and be understood by your
apprentice. Use plain language, avoid jargon and give
instructions that are brief and clear. Invite their input and
agree on decisions. Listen attentively to your apprentice’s
questions and concerns – maintain eye contact and focus
on what they are telling you. Also pay attention to nonverbal cues (face and body language). If your apprentice
has reading problems, have them tested for reading
comprehension, and schedule them for upgrading.
6. Stay in the know.
Don’t forget your own personal development. Stay aware
of changes and trends in your industry. Identify your own
skill gaps and find out how to access training. Try for a
balanced mix of life-long personal growth and professional
development. Then promote the same in your workplace.

Now complete Section 3 Worksheet.
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A Journeyperson’s guide to apprenticeship training.
SECTION 3: WORKSHEETS

As a journeyperson, do you foresee any problems in being able and available to train and supervise the apprentice? Here is a
reminder checklist of what’s involved. Use the space to write down any questions or concerns you have about each point, then
discuss them with your employer.

3.1 GET TO KNOW THE APPRENTICE TRAINING PROGRAM.
Gather your materials.
• Review the learning materials, schedule of work processes, and competency checklist.
• Organize instructional resource materials so you and your apprentice can access them easily.

NOTE

OUR BUSINESS NEEDS TO:

3.2 GET TO KNOW YOUR APPRENTICE.
This apprentice’s skill level is:

NOTE
The apprentice’s preferred learning style is:
•
•
•
•
•
•

Seeing diagrams, flow charts, videos and printed materials.
Participating in discussions and having information explained.
Reflecting on what has been learned and experienced hands-on.
Understanding facts and data.
Logically progressing through a step-by-step process.
Learning through new concepts and seeing the big picture.

NOTE

3.3 BEGIN WITH THE BASICS.
Begin with the basics.
•
•
•
•
•
•

Overview the learning requirements for the apprentice’s job.
Review the length of training, instruction required, skills to be learned.
Discuss the type of supervision, and wages.
Explain the working relationship between the trades
Explain this trade’s language including tools and processes.
Instruct on workplace safety and handling procedures for hazardous materials.

NOTE
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3.4 PLAN THE TRAINING WITH THE APPRENTICE.
Outline the program.
•
•
•
•
•

Review the contract, training objectives and skills the apprentice needs to learn.
Outline an annual training and monitoring schedule.
Plan daily, weekly and monthly training activities.
Define performance expectations and steps in skill level advancement.
Set goals toward the certificate.

NOTE
Envision a career path, not just a job.
• Help your apprentice map a rewarding career and plan to advance in the company.
• Create a job description, identify a promotion path, set goals, and plan skill development opportunities.

NOTE

3.5 START TRAINING.
Teach the skills of the trade.
• Follow the schedule and training materials.
• Keep up-to-date records for workplace training requirements.

NOTE
Teach time management too.
• How to accomplish a job in a timely manner while maintaining quality.
• How to clarify priorities and structure the day.
• How to overcome procrastination and eliminate time wasters.

NOTE

3.6 DO YOU FEEL YOU NEED MENTORING/COACHING TRAINING?
Can you be a Coach and train the skills?
•
•
•
•

Recognize the apprentice’s skill level and preferred learning style
For each task, give step-by-step instructions and have your apprentice repeat them.
Encourage the apprentice to see you immediately if they are unclear about a task.
Praise your apprentice when they correctly understand and complete an assignment.

NOTE
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3.6 DO YOU FEEL YOU NEED MENTORING/COACHING TRAINING? (CONTINUED)
Can you be a Motivator and engage the spirit?
•
•
•
•

Approach every session with enthusiasm about what you are going to achieve together.
Catch your apprentice in the act of “doing things right”.
Use appraisals as a chance to recognize efforts and motivate continued improvement.
Bring chronic behavior problems to light and agree with your apprentice on a course of action.

NOTE

Can you be a Leader and earn respect?
•
•
•
•
•

Give your apprentice confidence that you know the end goal and are in control.
Lead by example. Actively participate in the apprentice’s on-the-job learning.
Expect the best, and insist they do as much and as well as they can.
Be flexible and respect their point of view. Create a partnership of mutual respect.
Recognize initiative, effort and commitment, and give credit where it’s due!

NOTE
Can you be a Mentor and guide a life?
•
•
•
•
•

See the best in your apprentice and help them see the best in themselves.
Commit to being available as a trusted friend, and empathize with their stumbling blocks.
Help them set goals and navigate the challenges of each training period.
Explore career plans and professional development opportunities.
Recognize when you can’t help and refer your apprentice to someone who can.

NOTE

Can you communicate – and listen?
•
•
•
•
•

Use plain language, avoid jargon and give instructions that are brief and clear.
Invite their input and agree on decisions.
Listen attentively to questions and concerns – maintain eye contact.
Pay attention to non-verbal cues (face and body language).
If your apprentice has reading problems, have them tested and schedule them for upgrading.

NOTE
Can you stay in the know?
• Stay aware of changes and trends in your industry.
• Identify your own skill gaps and find out how to access training.
• Try for a balanced mix of life-long personal growth and professional development.

NOTE
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3.7 IF YOU WOULD LIKE FORMAL TRAINING, IS THERE A COURSE AVAILABLE IN YOUR AREA?
Local Training Instution:
Location:
Start Date:
Duration / Schedule:

NOTE

FUNDED BY THE GOVERNMENT OF CANADA’S SECTOR COUNCIL PROGRAM
BROUGHT TO YOU BY CANADIAN APPRENTICESHIP FORUM

SECTION 3

6

Consider a female apprentice.
SECTION 4:

Why should we hire a female apprentice?
We’re glad you asked, because hiring women is a brilliant way to solve the growing shortage of skilled workers. It’s not just
about equality – it makes good business sense. Women have an excellent track record in trades, technology and science
occupations. Progressive workplaces know that hiring women can improve their productivity and their bottom line – and make
their company more attractive to the talented, successful employees we’re all looking for.

7 REASONS TO HIRE A FEMALE APPRENTICE
1. You can choose from a larger pool of talent.
In fact, you can tap the untapped wealth of the great
Canadian workforce. Over 50% of Canadians are
women, and most are under-utilized in the skilled trades.
Which is unfortunate because the best person for the job
has nothing to do with gender – it’s attitude and
willingness to learn. Women are not just capable,
responsible and hard-working. They have the intelligence,
ingenuity and eye for detail that every job site needs.
2. Revitalize business with a fresh outlook.
Women see things differently, and that’s good. With
different life experiences they can offer new perspectives,
new approaches and a fresh outlook. This can do more
than improve performance and productivity – it can
inspire better work processes, unexpected solutions, even
new products and services. By challenging accepted
views, women can help you innovate for a real
competitive edge.
3. Improve your market reach.
If you have women customers, you need women staff.
Women influence 80% of consumer purchases in
Canada, and they’re a growing proportion of trades and
technology clients too. Women employees understand the
needs of women clients and can help you identify new
opportunities and markets.
4. Improve your public image.
Cultivating a diverse workplace that mirrors the
community will enhance your reputation for corporate
social responsibility. It may even bring you positive
publicity and a competitive edge when competing
for tenders.
5. Attract more skilled workers.
By hiring a woman in a skilled trade, your company
could emerge as an ‘employer of choice’ to attract the
best employees.

6. Improve morale and employee retention.
When women are accepted and accommodated in the
workplace, they stay longer. And any improvements you
make to accommodate women will affect your whole
shop. Employees who have a voice and feel respected
are more likely to stay committed to your company.
Ensuring good health and safety standards and balancing
work and home can increase everyone’s job satisfaction
to reduce absenteeism and enhance retention. And
remember, it’s worth the effort – it costs many times more
to find and train replacement staff than it does to provide
conditions to satisfy existing personnel.
7. You may be able to access funding.
As with other apprentices, the government supports hiring
women apprentices in industry. Ask your local Apprentice
Authority if there are tax-based financial incentives for
businesses in your province or territory.
WHERE TO FIND A FEMALE APPRENTICE:
• Apprentice Authority – Contact your local apprenticeship
and industry training office.
• Skills Canada – Contact Skills Canada in your province or
territory and arrange to set up a booth at the “Young Women
Exploring the Trades and Technologies” Conference.
• High schools – Contact local schools and ask if any young
women would be interested in apprenticing with your company.
• Career fairs – Attend career fairs at local high schools or
post-secondary institutions.
• Career ads – Advertise in your local newspaper or on
the Internet.
• Local or National Organization – Talk to a Women in
Trades and Technology organization such as WITT, CCWESTT,
Women Unlimited, and Women Building Futures. Your
provincial/territorial apprenticeship branch office can provide
you with contact information.
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How do we recruit and retain a female apprentice?
Women want the same things as men. A challenging and rewarding career in a safe and healthy working environment with
equal pay and benefits. Opportunities to meet their personal potential and gain respect, self-esteem and a feeling of belonging.
Help in obtaining professional development to advance their careers. And a reasonable balance between work and home life.

7 WAYS TO DO IT WELL
1. Create inclusive hiring policies and procedures.
Use gender-neutral language in your job descriptions and
recruiting materials, and include images of women
employees in your website, ads and brochures. Remove
all gender bias from interview questions, and make your
hiring panel representative of the women you want to
hire.
2. Prepare your workplace and work policies.
While women are as capable as men they come with
some common sense needs. For instance, does your shop
have a women’s’ washroom? Do your policies
accommodate all employees’ needs to juggle work and
family life?
3. Hold a welcome orientation.
It is important to send a clear message that your company
welcomes women and will not tolerate bias or
discrimination. Hold a session to welcome your
apprentice and introduce her to employees, managers
and union officials. Explain how everyone fits in. Outline
your workplace culture and work patterns, and provide
basic training and safety procedures to jump start her
productivity.
4. Encourage support from her colleagues.
A woman apprentice often finds herself isolated on the
shop floor. She depends on co-workers to share their
know-how, so give her a chance to develop positive
workplace relationships. Crush any notion that women
are not smart enough or strong enough to work in the
trades, and encourage peer recognition of the
apprentice’s efforts.

5. Systematically appraise and recognize her
performance.
As you would with any employee, give your female
apprentice a professional job description that states the
required skills, responsibilities and expectations of
performance. Then encourage her to build her skills
based on her own self assessment. Use performance
appraisals as a chance to emphasize business priorities
and build a culture of learning in your whole company.

6. Help her plan a career.
Help your apprentice map out a changing and rewarding
career, and outline a plan to advance in your company.
Assess her aptitudes, explore her career plans, and
identify promotion paths within the job. Then set goals
together and plan skill development opportunities that
recognize her unique needs and circumstances and make
the most of her natural talents.
7. Encourage her professional development.
Make an effort to create new challenges and
responsibilities that build on your apprentice’s different
skill levels. Allow her to be away from work up to a week
per year, without loss of pay, to train and network with
other women. You may be able to access funding to pay
some of these expenses. While you’re at it, encourage all
your staff to improve their know-how. Technology is
developing rapidly and the skills of your workforce can
quickly become outdated. Keep everyone well qualified
by providing opportunities for continuous learning
(especially during slow periods and production
downtime).

Now complete Section 4 Worksheet.

FUNDED BY THE GOVERNMENT OF CANADA’S SECTOR COUNCIL PROGRAM
BROUGHT TO YOU BY CANADIAN APPRENTICESHIP FORUM

SECTION 4

2

Consider a female apprentice.
SECTION 4: WORKSHEETS

Use these worksheets to collect your thoughts about hiring a female apprentice. Make copies and give them to your
journeypersons and staff and get their ideas too. Then bring everyone together and compare notes. It’s important that you have
full staff support to make your program a success.

4.1 SHOULD WE HIRE A FEMALE APPRENTICE?
Employers tell us that women employees give a definite advantage. If any of these benefits could help your business, check the
left-hand column, and use the right-hand column for questions or comments.
HERE’S WHAT OUR COMPANY CAN GAIN FROM HIRING A FEMALE APPRENTICE.
Access a bigger pool of talent

Revitalize our business with
a fresh outlook

Improve our market reach

Improve our public image

Attract more skilled workers

Improve morale for all staff

We may be able to
access funding
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4.2 WHO CAN HELP US FIND A FEMALE APPRENTICE?
Our provincial / territorial Apprenticeship Authority
Contact info:

Skills Canada’s “Young Women Exploring the Trades and Technologies” Conference.
Contact info:

Career fairs at local high schools or post-secondary institutions.
Contact info:

Put career ads in our local newspaper or on our website.
Contact info:

See our Local or National Organization.
Contact info:

Other?

4.3 DO OUR MATERIALS AND ACTIVITIES ATTRACT WOMEN?
Do they use gender-neutral language and include images of women employees?

NOTE
Have we removed gender bias from job descriptions?

NOTE
Do we have women on our hiring panel?

NOTE

Have we removed gender bias from our interview questions?

NOTE
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Here is a reminder checklist of what’s involved in hiring a female apprentice. Use the space to write down any questions or
concerns you have about each point, and explore constructive solutions or adaptations to make female apprentices work in
YOUR company. Got a great idea? Let us know at info@caf-fca.org.

4.4 WELCOME THE FEMALE APPRENTICE.
Prepare your workplace and policies
• Make sure you have a women’s washroom on the job site.
• Ensure your policies accommodate the need to juggle work and family life.

NOTE
Hold a welcome orientation
•
•
•
•

Send a clear message that your company welcomes women employees.
Introduce her to employees, managers and union officials.
Outline job duties and workplace culture.
Jump start with basic training and safety procedures.

NOTE
Encourage support from her colleagues
• Give her a chance to develop positive workplace relationships.
• Encourage peer recognition of her efforts.

NOTE

4.5 CARE FOR HER CAREER.
Systematically appraise and recognize her performance
• Give her a professional job description.
• Encourage self-assessment to build her skills.
• Use performance appraisal to stress business priorities and encourage innovation.

NOTE
Help her plan a career with your company
• Explore her aptitudes and identify promotion paths within her job.
• Set goals and plan skills development opportunities.

NOTE
Encourage her professional development
• Provide extra opportunities for learning during slow periods.
• Give her time off work to train and network with other women.

NOTE
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Testimonials
SECTION 5:

4 proud employers speak out
J. TIMOTHY FLOOD
John Flood & Sons (1961) Ltd.
Timothy Flood, President of the oldest construction
company in Canada, and his brothers and cousin, are
the fifth generation of his family to operate the company
started by his ancestors in 1848. John Flood & Sons
(1961) Ltd. is a successful business based out of Saint
John, New Brunswick, that is active in commercial,
industrial, institutional and residential construction.
One of Mr. Flood's key responsibilities is to manage
approximately fifty employees. Under his leadership, he
has fostered an environment of excellence, with many of
his staff becoming "Gold Seal Certified". Mr. Flood takes
pride in his staff's qualifications, dedication to their trade,
and service commitment to their customers.
Ensuring the continued success of his family business is
very important to Mr. Flood and he recognizes the need
to pass on important skills and craftsmanship from one
generation to the next. To achieve this continuous transfer
of expertise, John Flood & Sons (1961) Ltd. hire
apprentices in carpentry, masonry, cement masonry, and
cabinet making. In total, approximately 20 per cent of
Mr. Flood's employees are apprentices.
Mr. Flood believes there are many benefits to training
apprentices. First of all, he believes that hiring
apprentices ensures a future generation of skilled
tradespeople for his business. Without them, in years to
come, his company as well as many other companies
who employ skilled tradespeople will have a difficult time
finding qualified employees.
“Apprentices are the future of the skilled trades; we
need them. Without apprentices there will be no skilled
trade workforce.” – Timothy Flood

From a business perspective, by properly training his
tradespeople, his staff are far more productive and can
work unsupervised. This means his company can
undertake more projects, thereby generating greater
profits.
Mr. Flood acknowledges that hiring apprentices directly
contributes to his company's overall competitive
advantage.
“A properly trained apprentice leads to increased
productivity, which leads to an increase in my bottom
line.” – Timothy Flood
Mr. Flood believes that employers have a key role to play
in ensuring a sustainable workforce for generations to
come. He encourages employers to participate in training
programs for apprentices as a guaranteed way to transfer
skills and knowledge.
Mr. Flood suggests employers contact their local
apprenticeship branch for more information on starting an
apprenticeship program in their company. These branches
also provide details on the roles and responsibilities of
apprentices and employers.
“Training an apprentice is a sure way to guarantee that
your company will have highly qualified workers in the
future.” – Timothy Flood
Although Mr. Flood is concerned with the possibility of a
decreasing skilled trade workforce in the future, he feels
that apprenticeship programs can renew the supply of
qualified and knowledgeable workers and restore an
interest in careers in the skilled trades.
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DON STRONG
Concordia CARSTAR Collision
At an award ceremony in Toronto in May 2004, Don
Strong was recognized by the Honorable Mary Anne
Chambers, Minister of Training, Colleges and Universities
for Building Jobs & Growth within The Ontario
Apprenticeship Program.
Don is Vice President, General Manager, and part owner
of Concordia CARSTAR Collision Centres located in
Ottawa. CARSTAR is a quickly growing repair network in
Canada with over 100 stores operating throughout 8
provinces. Don currently manages 35 employees within 2
locations in Ottawa.
Concordia CARSTAR Collision is the only collision repair
facility of 16 recipients to receive this award. When
asked what he thinks about that, Don is quick to reinforce
his strong belief in apprenticeship programs.
“The government is starting to realize the large role that
employers play in the apprenticeship process. I really
appreciate the recognition for our contribution to this
great cause. ” – Don Strong
Don enjoys managing human resources and takes pride
in hiring apprentices and training them to become highly
skilled tradespeople. At Concordia CARSTAR, each
apprentice is paired with an experienced skilled
tradesperson who acts as their mentor throughout the
training process. Don likes to supervise the apprentices to
see what skill sets each has in order to determine where
their talent will best fit in the company.
There are usually a total of 7 or 8 apprentices at a time
working between both CARSTAR locations in Ottawa.
Don estimates that he has trained hundreds of apprentices
in the past, many of whom he still sees on a regular
basis: half of his employees at CARSTAR Ottawa were
trained there! Don is very proud of helping his employees
meet their full potential and knows that it also makes
good business sense to invest in his employees.
“Our business relies on the dedication of our people.
It's a wonderful feeling when you have proud young
people hanging their licenses on your wall.” – Don
Strong

According to Don, there are numerous benefits in training
apprentices. First, he believes that it is easier to train an
apprentice to your own standards than to retrain an
experienced skilled tradesperson.
Another benefit is improved business efficiency since
apprentices and skilled tradespersons work together on
teams rather than independently. It is more effective to
repair a vehicle when there are two or three people
working on each car which means better service for their
clients. Finally, Don finds training apprentices financially
affordable in the long-run.
“Although an employer will likely incur some expenses
initially, training your own apprentices provides a longterm effective investment.” – Don Strong
If an employer is interested in offering apprenticeship
training, Don's advice is to seek information from
provincial and federal programs. An employer can also
approach local high schools to take in students on co-op
placements, or call their local community college or
technical training centre to see if they can be partnered
with a new graduate. In addition, an employer may
contact local trade associations and committees to help
them with the process.
Don remembers how his opportunity to obtain hands-on
training when he was young sparked his interest in the
collision repair business. His father, now retired, owned
his own collision repair centre where Don began helping
out at an early age.
Don was influenced by this experience to attend the fouryear collision repair technician apprenticeship program at
Algonquin College. His career path has led him to his
strong belief in the importance of apprenticeships in
providing the quality training that is crucial to being a
skilled tradesperson.
Even though he is at the management level now, Don still
enjoys practicing his trade, and continues to repair some
of the damaged vehicles they receive at CARSTAR. A
career in skilled trades has definitely given him many
opportunities.
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MARTIN LUTHI
The Fairmont Banff Springs Hotel
An internationally recognized chef, with over 30 years of
experience and expertise, Martin Luthi is the Executive
Chef for The Fairmont Banff Springs Hotel in Alberta. He
oversees the hotel's culinary department, which consists of
132 chefs and a kitchen crew of 104. As Executive
Chef, one of his many responsibilities includes leading
the hotel's three-year culinary apprenticeship program.
Each year, fifteen apprentices (five in each year of the
program) learn valuable skills in the culinary arts and log
hours toward achieving journeyperson status. Over 100
apprentices have graduated from the program, which has
been in place at The Fairmont Banff Springs for over 20
years. Participants come from around the world and gain
experience and skills in every area within the culinary
department.
“Training apprentices ensures a secure supply of
tradespeople and helps keep industry standards high.”
– Martin Luthi
Fortunately for Chef Luthi, one of the only challenges of
the culinary apprenticeship program is selecting the right
apprentices from the many qualified individuals who
apply. According to the Chef, it is important to find
someone who likes what they are doing and who is
interested in working in the hotel industry.
Chef Luthi sees many benefits to employing apprentices.
First of all, training new workers keeps industry standards
high, as it ensures quality of work and creates a higher
skill level among employees. Secondly, hiring apprentices
benefits businesses because they ensure a secure supply
of talented tradespeople. Hiring an apprentice also
provides an opportunity for seasoned skilled
tradespeople to pass on their knowledge, skills, and
expertise to a new generation.

“Our business benefits from apprentices because we
are creating a higher skill level and there is a financial
pay-off in that, specifically increased profits!”
– Martin Luthi
Looking to the future, Chef Luthi believes The Fairmont
Banff Springs' culinary apprenticeship program will
continue for many more years to come. He is personally
committed to maintaining the program, given its success
rate and the high quality of skilled tradespeople that
graduate from it.
Moreover, the apprenticeship program leads to
permanent staff for the hotel. Almost 100 per cent of
graduates become employees of The Fairmont Banff
Springs and remain there for a number of years.
“With apprentices working in your business, you create
a more stable work environment, with less employee
turnover.” – Martin Luthi
For employers interested in offering apprenticeship
training, Chef Luthi recommends contacting their local
apprenticeship branch. These branches provide
information on how to start an apprenticeship program
and list roles and responsibilities of apprentices and
employers.
Like all skilled tradespeople, Chef Luthi started his career
as an apprentice. Working his way up, Chef Luthi held
various head chef titles before arriving at his current
position. He loves the dynamic environment and the fact
that every day is different from the next. He is pleased to
be surrounded by people who share a genuine love of
the kitchen.
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ERIC LESSARD
Petro-Canada Certigard – Sainte-Foy
Eric Lessard, President and owner of the Petro-Canada
Certigard in Sainte-Foy, Quebec, is no stranger to the
automotive industry. His father and grandfather have both
been involved in the industry for many years and Mr.
Lessard has been there every step of the way – including
the historical opening of the first Suzuki and Hyundai
dealerships in Canada!
As the head of a small business, Mr. Lessard is
responsible for a variety of functions including customer
service, general administration and human resources. The
favourite part of his job, however, is providing excellent
service to his clients. Mr. Lessard takes pride in ensuring
that his customers are satisfied and he spends time with
each of them to explain the work that is being done on
their vehicles in order to help them understand the nature
of their mechanical problems.
Mr. Lessard relies on his skilled technicians, who he refers
to as his 'top guns', to deliver quality service to his
customers as well. Currently, Mr. Lessard oversees eight
employees – including two full-time apprentices and one
part-time apprentice.
Mr. Lessard fully supports apprenticeship training since it
allows him to train his employees exactly the way he
wants. That way they gain the technical skills needed to
do the job right, as well as the soft-skills to meet his
customer-service standards. And it's working – his clients
keep coming back!
Many of his apprentices started out as regular employees
prior to taking an apprenticeship. They had general
duties such as driving clients around, sweeping the floors
and conducting other small tasks around the shop.
However, once they saw what the technicians did, they
often became interested in the acquired skills and type of
work of a certified technician. If a person demonstrates
initiative, a good work ethic and strong interest in the
work, Mr. Lessard considers them an excellent candidate
for an apprentice.

Mr. Lessard acknowledges that there are many
advantages to training apprentices.
“It's simple. Employers who train apprentices develop the
employees they need with the skills they want. The more
opportunities we make for youth to enter apprenticeship
training, the faster they develop the skills I need, as well
as the skills our industry needs.”
As a small business owner, Mr. Lessard recognizes he
may not be able to employ every apprentice he takes on
once they are certified. He is nonetheless proud to know
that he has contributed to the development of a skilled
workforce. “I am not sad to see them go. They are well
trained and have plenty of opportunities ahead of
them.” In his eight years of operation, Mr. Lessard has
trained four apprentices, two of whom are currently his
full time employees.
Mr. Lessard takes great pleasure in helping youth develop
a career they can be proud of and believes that there has
never been a greater need to train apprentices and
introduce youth to all the career opportunities available in
the trades.
“Youth today don't get a chance to experience the trades
at home. They aren't exposed to skilled trades in the
same way as we once were, and deserve an opportunity
to learn about their strengths and their career
preferences.” He takes his role in training youth very
seriously and is proud of his commitment to providing
apprenticeship training. He has no hesitation to
encourage other employers to do the same.

“We can teach them the technical skills they require, but
the strong work ethic, positive attitude and ambition
needs to come from within the individual,” says Mr.
Lessard. That is why he looks for employees with “heart”,
who want to do well and have a willingness to learn.
These are the qualities that result in productive employees
and a successful company.
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Apprenticeship resources – just ask.

SECTION 6:

Where can I get help?
3 PROVEN SOURCES OF ASSISTANCE
1. Contact your Apprenticeship Authority.
For information on training and certification in your
province or territory, please contact your local
Apprenticeship Authority listed below. They have tons of
resources and tips on setting up your program, and will
answer questions on completion requirements for specific
apprenticeships.

3. Explore the Red Seal Program.
To find out more, contact the Red Seal Secretariat at the
end of this list.

2. Visit our Websites.
For additional resources and information, please visit us
at www.caf-fca.org, www.apprenticetrades.ca and
www.careersintrades.ca.

Provincial and Territorial Apprenticeship Authorities
ALBERTA
Executive Director
Apprenticeship and Industry Training
7th Floor, Commerce Place
10155 - 102 Street
Edmonton, Alberta T5J 4L5

Telephone: (780)-427-8765
Fax: (780) 422-2420
http://www.tradesecrets.org

BRITISH COLUMBIA
VP Operations
Industry Training Authority
1223-13351 Commerce Parkway
Richmond, British Columbia V6V 2X7

Telephone: (866) 660-6011
Fax: (604) 660-7294
http://www.itabc.ca/

MANITOBA
Executive Director
Apprenticeship Branch
Competitiveness, Training and Trade
1010 - 401 York Avenue
Winnipeg, Manitoba R3C 0P8

Telephone: (204) 945-3337
Fax: (204) 948-2539
http://www.manitoba.ca/tradecareers

NEW BRUNSWICK
Director
Apprenticeship and Occupational Certification
470 York Street
First Floor, P.O. Box 6000, Chestnut Complex
Fredericton, New Brunswick E3B 5H1

Telephone: (506) 453-2260
Fax: (506) 453-5317
http://www.gnb.ca/0381/index-e.asp
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Provincial and Territorial Apprenticeship Authorities (continued)
NEWFOUNDLAND AND LABRADOR
Director
Apprenticeship/Journeyperson Certification
Department of Education
Basement
Confederation Building, West Block
Prince Philip Drive
St. John's, Newfoundland A1B 4J6

Telephone: (709) 729-2350
Fax: (709) 729-3669
http://www.ed.gov.nl.ca/app/

NOVA SCOTIA
Director
Apprenticeship Training and Skill Development
Department of Labour and Workforce Development
P.O. Box 578
Halifax, Nova Scotia B3J 2S9

Telephone: (902) 424-5651
Fax: (902) 424-0488
http://nsapprenticeship.ca/

NORTHWEST TERRITORIES
Director of College & Career Development
Department of Education, Culture & Employment Programs
Government of the Northwest Territories
Box 1320
Yellowknife, Northwest Territories X1A 2L9

Telephone: (867) 873-7552
Fax: (867) 873-0200
http://www.ece.gov.nt.ca/

NUNAVUT
Director
Adult Learning & Post Secondary Services
Box 390
Arviat, Nunavut X0C 0E0

Telephone: (867) 857-3050
Fax: (867) 857-3090
http://www.gov.nu.ca/education/eng/index.htm

ONTARIO
Director
Workplace Support Services Branch
Ministry of Training, Colleges and Universities
17th Floor - Mowat Block
900 Bay Street
Toronto, Ontario M7A 1L2

Telephone: (416) 326-5656
Toll Free: 1-800-387-5656
Fax: (416) 325-6162
http//www.edu.gov.on.ca/eng/tcu/employmentontario/training/

PRINCE EDWARD ISLAND
Manager of Apprenticeship
Department of Education
Continuing Education and Training
P.O. Box 2000
Charlottetown, P.E.I. C1A 7N8

Telephone: (902) 368-4460
Fax: (902) 368-6144
http://www.apprenticeship.pe.ca/
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Provincial and Territorial Apprenticeship Authorities (continued)
QUEBEC
Information
Centre administratif de la qualification professionnelle
C. P. 100
Victoriaville, Quebec G6P 6S4

Toll Free: 1 866 393-0067
http://emploiquebec.net/guide_qualif/certificationinterprovinciale/index.asp
(Website in French only)

SASKATCHEWAN
Director
Apprenticeship & Trade Certification Commission
2140 Hamilton Street
Regina, Saskatchewan S4P 3V7

Telephone: (306) 787-2444
Fax: (306) 787-5105
http://www.saskapprenticeship.ca

YUKON
Assistant Deputy Minister
Department of Education
Government of the Yukon Territory
P.O. Box 2703
Whitehorse, Yukon Y1A 2C6

Telephone: (867) 667-5298
Toll Free: 1 800 661-0408
Fax: (867) 667-8555
http://www.education.gov.yk.ca/

RED SEAL SECRETARIAT
CCDA Executive Secretary
Human Resources and Skills Development Canada
Red Seal Secretariat
140 Promenade du Portage
Phase IV, 5th Floor
Ottawa/Hull, Quebec K1A 0J9

http://www.red-seal.ca/w.2lc.4m.2@-eng.jsp
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Canada - Federal Government
APPRENTICESHIP JOB CREATION TAX CREDIT
Apprenticeship Job Creation Tax Credit (AJCTC)
The Apprenticeship Job Creation Tax Credit is a non-refundable tax credit equal to 10% of the eligible salaries and wages
payable to eligible apprentices registered in the Red Seal trades for the first two years of the apprenticeship program. The
maximum credit is $2,000 per year for each eligible apprentice, and applies to eligible salaries and wages payable to an
eligible apprentice in respect of employment after May 1, 2006. Employers can claim the credit on their income tax returns,
using either Form T2038(IND) or Form T2SCH31. These forms can be ordered on-line at http://www.cra.gc.ca/forms or by
calling 1-800-959-2221. Additional information is available in the General Income Tax and Benefit Guide, Form T2038(IND),
Guide T4012 and Form T2SCH31. These forms and publications are available on the Canada Revenue Agency (CRA) Web
site (http://www.cra.gc.ca/forms). The Business Enquiries line can be reached at 1-800-959-5525.
Some provinces and territories provide additional tax credits or other incentives. To find out more, see the CAF-FCA Employer
Support Mechanisms Catalogue at http://www.caf-fca.org/en/pilot/. Click on your province or territory to get started.

FEDERAL JOB BANK (SERVICE CANADA)
•

Post a Job – Advertise your job vacancies on Job Bank.

•

Hire a Student/Youth – For employers wishing to place a student or youth job.

•

HR for Employers – A one-stop information source for your human resources management needs. Information from
government and non-government sources.

•

Frequently Asked Questions for Employers – Frequently Asked Questions are designed to provide immediate answers to
employer's common questions about human resources management topics.

FEDERAL LABOUR CODE
Federally Regulated Businesses and Industries
The labour rights and responsibilities of about 12,000 enterprises and 840,000 of their employees are defined by the Canada
Labour Code. These employees account for 10 percent of all Canadian workers. If you are employed by one of the following
businesses and industries, you are more than likely working in a federally regulated sector:
•

banks

•

marine shipping, ferry and port services

•

air transportation, including airports, aerodromes and airlines

•

railway and road transportation that involves crossing provincial or international borders

•

canals, pipelines, tunnels and bridges (crossing provincial borders)

•

telephone, telegraph and cable systems

•

radio and television broadcasting

•

grain elevators, feed and seed mills

•

uranium mining and processing

•

businesses dealing with the protection of fisheries as a natural resource

•

many First Nation activities

•

most federal Crown corporations

•

private businesses necessary to the operation of a federal act

If you do not work for one of the above, the employment standards that regulate your conditions of work are defined by your
provincial or territorial ministry of labour.
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Fee Schedule – as of April 1, 2008
Here is an example of the approximate fee costs from the Saskatchewan’s Employer Toolkit. Please note that fees will vary
depending on the province or territory. Check with your local apprenticeship branch for more details.
ITEM

FEES

1. Tuition (per week – partial or full week)

$

30.00

• Employer Application for Registration (Form 1)

$

150.00

• Tradesperson Registration (Form 7) [Hairstylist $250.00]

$

480.00

• Learner’s Certificate (Form 3)

$

60.00

• Certificate of Tradesperson’s Registration (Form 3)

$

480.00

• Examination-Written (Form 2)

$

100.00

$

160.00

$

60.00

• Request for Review of Examination Results

$

100.00

• Request for Upgrading Application (Form 4)

$

100.00

• Special Permit (Form 3)

$

480.00

• Special Permit – Hairstylist (Form 3)

$

250.00

[Minimum fee of $120.00]

2. Applications

− 2nd and subsequent attempts
− out-of-province journeypersons wanting the interprovincial exam
• Examination-Practical (Form 2)
− 2nd and subsequent attempts
• Replacement (Form 5)

3. Other Fees
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Tax Credits for Employers and Workers
For up-to-date information, always visit the websites listed below.
Some provinces and territories provide additional tax credits or other incentives. To find out more, see the CAF-FCA Employer
Support Mechanisms Catalogue at http://www.caf-fca.org/en/pilot/. Click on your province or territory to get started.

APPRENTICESHIP JOB CREATION TAX CREDIT (AJCTC)
The Apprenticeship Job Creation Tax Credit is a non-refundable tax credit equal to 10% of the eligible salaries and wages
payable to eligible apprentices registered in the Red Seal trades for the first two years of the apprenticeship program. The
maximum credit is $2,000 per year for each eligible apprentice, and applies to eligible salaries and wages payable to an
eligible apprentice in respect of employment after May 1, 2006. Employers can claim the credit on their income tax returns,
using either Form T2038(IND) or Form T2SCH31. These forms can be ordered on-line at http://www.cra.gc.ca/forms or by
calling 1-800-959-2221. Additional information is available in the General Income Tax and Benefit Guide, Form T2038(IND),
Guide T4012 and Form T2SCH31. These forms and publications are available on the Canada Revenue Agency (CRA) Web
site (http://www.cra.gc.ca/forms). The Business Enquiries line can be reached at 1-800-959-5525.

APPRENTICESHIP INCENTIVE GRANT (AIG)
The Apprenticeship Incentive Grant (AIG) was launched January 1, 2007. Registered apprentices completing their first or second
year (level, block or period) of an apprenticeship program in a provincially or territorially designated Red Seal trade will be
eligible for a $1,000 taxable grant to help offset some of their training-related costs and to encourage further advancement in
their programs. Only those apprentices demonstrating progression on or after January 1, 2007 will be considered eligible for
the grant. Please note, we are advised that according to Service Canada guidelines, that apprentices who completed a level
prior to registering in the apprenticeship program (for example, through pre-employment or pre-apprenticeship) may not be
eligible for that particular level. Please refer to question 18 of the Application form. Information about the program is available
at www.hrsdc.gc.ca/apprenticeship. General enquiries about the program should be directed to Service Canada at
www.servicecanada.gc.ca/apprenticeship, at a local Service Canada Centre, or by calling at 1-866-742-3644 or
1-866-909-9757 (for the hearing impaired).

APPRENTICESHIP COMPLETION GRANT (ACG)
The Apprenticeship Completion Grant (ACG) builds on the Apprenticeship Incentive Grant (AIG) by providing an additional
$2,000 taxable cash grant to apprentices who complete their apprenticeship program and receive their journeyperson
certification in a designated Red Seal trade. Eligibility is retroactive to January 1, 2009.
Through the combined effects of the AIG and ACG, registered apprentices who progress, complete and ultimately receive their
certification may be eligible to receive up to $4,000.
Apprentices should be aware that there is a deadline to apply.

TRADESPERSON’S TOOLS DEDUCTION
The tradesperson's tools deduction provides employed tradespersons – including apprentices – with an annual deduction of up
to $500 to help cover the cost of new tools necessary to their trade. The deduction applies to the total cost of eligible tools in
excess of $1,000 that were bought after May 1, 2006.
Tradesperons can claim the tradesperson's tools deduction as part of the total employment expenses deduction on line 229 of
the income tax return. To support the claim, complete Form T777, Statement of Employment Expenses, to the income tax return.
The employer will have to complete and sign Form T2200, Declaration of Conditions of Employment, to certify that the tools are
a condition of, and for use in, the employment.
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Register for ROE Web
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Employment Insurance Information for Employers
NOTICE TO EMPLOYERS
Please review the following information so your apprentices may avoid unnecessary financial problems during their
attendance at apprenticeship technical training classes:

1. Each apprentice not receiving full or partial pay from their employer while attending apprenticeship classes and who wishes
to receive Employment Insurance (EI) benefits from Service Canada MUST APPLY FOR EI BENEFITS IMMEDIATELY AFTER
THEY STOP WORKING AND BEFORE THEY ENROL IN TECHNICAL TRAINING.
2. The apprentice’s EI application cannot be processed until Service Canada has the Record of Employment (ROE) form for the
individual on file. You are asked to provide your apprentice with a Record of Employment Form on the last working day prior
to their enrolment at the technical institute OR you may record the ROE on-line at www.servicecanada.gc.ca (see the reverse
side of this letter for information from Service Canada).
3. If the reason for issuing the Record of Employment Form is solely to allow the apprentice to attend training and draw
Employment Insurance – be sure to use Code J in Block 16; should it be issued for some other reason, the appropriate code
should be used.
4. Whenever the document is issued in accordance with Block 16, Code J, we do not consider the apprentice to have been
laid off. Consequently, you are not required to pay them the accumulated holiday pay at the time they report for training.
The intent of the Labour Standards Act provisions regarding vacation pay, is to provide employees with vacation periods
without major loss of income.
5. Holiday pay, severance pay or other similar payments that are made to apprentices will be treated as income. The EI claim
would be delayed by the number of weeks these payments represent.

February 2008
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Apprentice Costs and Benefits by Trade
Some employers perceive the cost of apprenticeship as a major barrier to apprenticeship training. However, there are significant
benefits of apprenticeship training. It provides an opportunity for journeypersons to enhance their skills and knowledge. In
addition, an apprentice who is trained within an organization and becomes a qualified journeyperson (i.e. a “homegrown”
journeyperson) will likely be more productive relative to an externally trained journeyperson.

Our 2006 and 2008 studies examined both the costs and benefits of apprenticeship training across a range of service,
construction and industrial trades, to assess the costs and benefits. Almost a 1,000 employers were consulted in a variety
of trades.

The net benefits and direct costs were calculated per apprentice, per year of apprenticeship:
•

The net benefit of apprenticeship training increases in each year over the course of the apprenticeship period;

•

The revenue generated by an apprentice increases throughout the apprenticeship;

•

Wages and benefits paid to apprentices increase commensurately with training and experience; and

•

The costs related to journeyperson time spent training apprentices declines through each year of the apprenticeship.

The overall results indicated that the benefits of apprenticeship training exceed the costs. In addition, the results indicate that for
every $1 spent on apprenticeship training, an employer receives a benefit, on average, of $1.47. If eligible tax credits are
included, the net return to employers increases. Apprenticeship training is a worthwhile investment for employers.

For the complete pilot study, “Apprenticeship – Building a Skilled Workforce for a Strong Bottom Line”, visit the CAF-FCA
website at http://www.caf-fca.org/en/report/ReturnOnTrainingInvestment.pdf

CAF-FCA repeated the study with 16 trades and reported the results in “It Pays to Hire an Apprentice – Calculating the Return on
Training Investment for Skilled Trades Employers in Canada, A Study of 16 Trades, Phase II. http://www.caffca.org/en/report/CAF-FCA_ROTI_it_pays_to_hire_an_apprentice_ ExecutiveReport_En.pdf
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Overall Returns from 2006 Pilot

1
2
3
4
5

Source: Apprenticeship Survey (Q28).
Represents the total per apprentice costs incurred over the apprenticeship period.
Measured as the revenue generated by an apprentice.
Benefits – Cost
Benefits/Cost
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Overall Returns from 2008 Study
Figure 1 shows the net cost and benefits associated with the 16 trades studied. The benefit/cost ratio represents the total return
to the employer for each dollar invested in an apprentice. A benefit/cost ratio greater than one implies a positive net return,
while a ratio less than one implies a net cost.

1 Source: Apprenticeship Survey (Q28).
2 Represents the total per apprentice costs incurred over the apprenticeship
period.

3 Measured as the revenue generated by an apprentice.
4 Benefits – Costs
5 Benefits/Costs
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