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On-the-Job Training in Apprenticeship

The final report of the Windsor-Essex County Metalcutting
Industry Coordination Committee (MICC) was received in May
2003. Under the title: Encouraging Employer Involvement in
Training, it was noted that there is a goal of doubling the number
of apprentices in the area in the next five years. It was also
noted that this goal would be supported by encouraging
employers to train and provide them with valuable tips for
retaining employees.

The Canadian Association of Moldmakers, the Canadian
Tooling & Machining Association, and the Windsor-Essex
County Development Commission decided to further support
this goal by providing a booklet to all companies and
apprentices in the local industry. The proposal requested
funding to revise, update, and publish an expanded “Make It
Work: On the Job Training and Opportunities” booklet.

This new booklet will serve as a handy guide outlining the duties
and responsibilities of both the employer and apprentices.
“Skills@work” will serve as a reminder of best practices for



employers in relationship to their skilled workers, and thus assist in
retaining these workers. It will also provide the employer with an
awareness of the importance for workers to complete their
apprenticeship.

This updated and expanded version will serve to help motivate
employees to complete their apprenticeship training. It will also serve
as a handy reference guide for these employees.

An information guide prepared for employers, apprentices, and
journeypersons involved in the on-the-job portion of apprenticeship.

Please note:

This guide addresses the basic principles of on-the-job training which
apply to all trades. Provincial Trade Advisory Committees, National
Sector Adjustment Service Committees, and Sector Councils are
encouraged to adapt these basic principles to meet their own specific
training needs.

What do we mean by best practices for on-the-job training?

Best practices are proven effective — they work. Each industry and
each job site is different. There is no single formula that applies to
every situation. However, the following elements are integral to
successful on-the-job training.

= Commitment to apprenticeship training — team work
involving the employer, the apprentice and the trainer;

The passing of knowledge and skills to the apprentice;
Clear training objectives;

Development of a training plan and schedule;

Monitoring of the training program; and

Fair and equitable treatment of all employees.



This guide provides examples of how to apply these elements to
your on-the-job training. Not every suggestion will be suited to your
needs. It is up to you to consider how best to apply these “best
practices” for yourself.

About the National Apprenticeship Committee

The Canadian Labour Force Development Board National
Apprenticeship Committee was established in 1991. It draws its
apprenticeship from the labour market partner groups and the federal
government. In addition, most of the industrial sectors which employ
apprentices were represented on that Committee. The primary
objective of the National Apprenticeship Committee is to set the
strategic direction for apprenticeship as a system of advanced skill
education and ftraining in Canada, specifically encouraging the
development of apprenticeship programs for given occupations.

We want to acknowledge the Canadian Labour Force
Development Board for their excellent work in providing the
original base document for us to expand.

Canadian Association of MoldMakers

Mission Statement

The Canadian Association of Moldmakers is an industrial
organization consisting of mould makers and their integrated mold
making network. It was formed for the sole purpose of fostering the
interests and addressing the concerns of Canadian Mould Makers.

History

The Windsor Association of Mold Makers was established in 1981 to
act as a voice for local area mold makers. It undertook to provide
regular marketing, training and technical activities on behalf of its
members. WAMM participated in international trade fairs and other
events including an annual technical conference with the Society of
Plastics Industry Canada. This was to ensure that its members
remained abreast of advancing technology. WAMM also actively
encouraged young people to choose mold making as a career



through student awards and in-school presentations.

In an effort to involve mold makers, designers, manufacturers and
supplier companies across Canada and to provide an international
understanding of some of the most experienced and technically
advanced mold makers in the world, the members of WAMM
restructured the Association to become the Canadian Association
of Mouldmakers.

With our head office in Windsor, Ontario, we are resolute in the
betterment of the mold industry in Canada and “dedicated to industry
excellence”.

Canadian Tooling & Machining Association

Mission Statement

The CTMA represents and promotes the interests of the Canadian
tooling and machining industry. Its mandate is to be an effective,
broad based, respected organization, representing the Canadian
tooling and machining industry, nationally and internationally. The
primary values of this association are Integrity, Confidentiality,
Dedication and Open Communications.

History

The Canadian Tooling & Machining Association (CTMA) was
established in 1963 by uniting various trade associations into one
strong organization that represented the “Tooling Industry” in
Canada.

The tooling industry encompasses all involved in the design,
manufacture, repair, or assembly of tools, dies, moulds, models,
patterns, jigs, fixtures, gauges, machinery, machining systems,
robotics, automation equipment, machine shop products, cutting
tools and all related industries and service providers including
general jobbing.

Membership is restricted to manufacturers and industry suppliers as
associate members to ensure that the CTMA will always be devoted



Informal and Formal Monitoring

Ideally there should be a balance between periodic formal
performance reviews and informal daily observation and feedback.

Informal daily observation and feedback builds confidence and
allows for prompt action wherever problems may occur. It is
important for the apprentice to know where he/she stands.

Regular formal performance reviews involve the apprentice, the
supervisor and/or the journeyperson for the purpose of:
= |dentifying strengths and weaknesses of the apprentice;
= |dentifying strengths and weaknesses of the training program;
and
= Determining training requirements.

Formal Monitoring Should be Documented

The apprenticeship record books provide a checklist of skills. A fair
and objective assessment of the apprentice’s competency in each
skill area is essential for the apprentice to be able to progress in the
trade. Formal performance reviews should be documented in writing
and referred to in subsequent reviews.

Formal Monitoring Should be at Regular Intervals

Formal evaluations can be done every 6 months, every 2-3 months
or just prior to the completion of a training block. Regardless of the
frequency that works best for your operation, these evaluations
should be done consistently at regular intervals.

Formal Monitoring Does Not Need To Be Intimidating

While formal performance evaluations are extremely useful, they can
be intimidating for both the apprentice and the journeypersons/
supervisors involved. Try to keep the tone friendly to foster
meaningful communication and feedback.

What level of supervision should | provide for the apprentice?



Apprentices Need Supervision, But Leave Room to Foster
Independence

There needs to be a balance between providing the supervision that
is necessary for instruction and safety and allowing the apprentice to
learn and work independently within the training program. The level
of supervision will depend on the level of competency demonstrated
by the apprentice.

At the early stages the apprentice will require almost constant
supervision by a qualified journeyperson in his/her trade. As the
apprentice progresses he/she will develop more confidence and will
require less supervision. Your confidence and trust in the apprentice
will go a long way to encouraging your apprentice to perfect skills
independently.

Apprentices should be encouraged to work independently, but
should never be left completely on their own. Some degree of
supervision is always necessary.

Consider Assigning An Apprentice to a Mentor

Apprentices should always work under the direction of and/or have
access to a qualified journeyperson in his/her trade. Consider pairing
the apprentice with a mentor that he/she can go to at any time for
guidance and instruction.

A mentoring arrangement can work well as an apprentice receives a
degree of consistency in his/her training. A unique professional
relationship with the journeyperson develops as the journeyperson
takes a keen interest in helping the apprentice succeed.

How can | ensure that the apprentice receives a well-rounded
on-the-job training experience?

Not all employers are able to provide training in all areas of a given
trade. Natural limitations occur because of the type of work that is
done at any particular workplace. While employers are not expected
to change their scope of work there are still ways to help the
apprentice receive a well-rounded on-the-job training experience.



= Move the apprentice around. Vary his/her exposure to trade
skills. Resist the temptation to keep the apprentice in one place,
even if you benefit in the short term.

= Consider “job shadowing” where an apprentice moves around
with an assigned journeyperson or “mentor”.

= Use performance evaluation times to identify training
requirements and respond accordingly by assigning the
apprentice to different work areas. Keep up to speed with what
the apprentice already knows and what his/her current training
needs are.

= Keep your workplace up-to-date with the appropriate tools and
technology.

= Consider “sharing” an apprentice with another employer who
offers work experience in areas you can not.

= Encourage apprentices to take supplementary training courses/
seminars as they come available. Your company will benefit
from the knowledge gained.

Do I need to develop a training plan?

A detailed plan with rigid structure and timelines is rarely feasible in a
workplace environment. However, a basic training plan with the
following key components will go a long way to make your
apprenticeship training program succeed.
= |dentify skill requirements for your company.
= Work with the apprentice to identify his/her skill requirements.
= Work with the apprentice to identify and write down a clear set
of training objectives. Be aware that not all apprentices learn at
the same pace, place, or in the same way.
= Examine your operation and determine how you are going to
meet these training objectives. Where will your apprentice start?
Will you move the apprentice around? How will you determine
when the apprentice is ready to be moved? Will you require any
outside training resources? Examine your personnel resources.
Determine which journeypersons would be best suited as
trainers/mentors. Allow for flexibility in the implementation of
your training plan.
= Develop a strategy and timeframe for monitoring the training



program. Include a blend of informal observation and
feedback with formal performance reviews.

= Ensure an open line of communication between the
apprentice, the journeyperson(s) and yourself.

What do I do if | think an apprentice is not suited to the trade he/
she is learning?

This can be a real problem because you do not want to waste your
investment. However, before making a hasty decision, consider that
it takes time for an apprentice to overcome confidence issues and
get settled in the trade. You might be inclined to terminate the
apprenticeship agreement before the apprentice has had enough
time to overcome the initial “breaking-in” period.

Sit down with the apprentice and have an open and frank discussion.
There may be issues affecting the apprentice’s ability to focus on
training. Be patient with the apprentices as they adapt to the trade.
Find out what is wrong and work with the apprentice to solve the
problem.

If the apprentice really is not suited to the trade, have a frank
discussion about alternative career options. Perhaps he/she would
be better suited to a different trade or another aspect of the industry.
Encourage the apprentice to seek counseling through the
Apprenticeship Branch, local joint apprenticeship committees or
other organizations that provide counseling for adults.

This problem can be avoided altogether by having a “probation
period” prior to entering into an apprenticeship agreement (usually 3
months).



How do I ensure that journeypersons are training effectively?

Allow Time For Instructions

Allow journeypersons sufficient time to teach and ensure that the
apprentice is learning!

Know Your Journeypersons

Make it a priority to pair apprentices with qualified journeypersons
who take training seriously. Your best journeyperson may not be
inclined to teach.

Consider setting up a one-on-one arrangement with a designated
journeyperson as a “mentor” who is always available to the
apprentice. Journeypersons who are mentors often take a special
interest in the success of the apprentice.

Recognize coaching abilities of your journeypersons. Offer training in
workplace coaching to journeypersons.

Select journeypersons with good communication skills and consider
personality types when matching with apprentices.

Involve journeypersons in the development of the training plan. Get
them to “buy into it” and want to be a part of it.

Recognize that some journeypersons may lack confidence in their
ability to teach or are just not suited to the role of instructing.

Encourage Your Journeypersons to Upgrade Training

Encourage your journeypersons to take upgrading courses. If they
are up to date in their training and receive positive position training
experiences, they are likely to be better trainers.

Keep In Touch

Keep your finger on the pulse of what is going on at the job site. Talk
to the journeypersons and apprentices. Handle issues as they arise.
Do not let troubles fester.



Recognize Excellence

Provide recognition to journeypersons who train. Consider special
compensation for trainers.

How can I eliminate harassment at the job site?

Understand what harassment is and what it is not. (See
Understanding Harassment section of this guide.)

Educate your staff about harassment and what constitutes
unacceptable behavior.

Establish and display a written company policy of zero tolerance of
harassment. Set up company guidelines and enforce them.

Educate your staff about the vital role that every one plays in the
success of the business. Set an example of fair and respectful
treatment of all employees.

What can | do to support equity group apprentices?

Be sensitive to some of the common issues which face equity groups
in the workplace.

Don’t allow the posting of any type of offensive/sexist/racist material
around the job site (for example pin-ups, jokes that belittle a certain
race, etc.)

Develop mentor relationships among apprentices and
journeypersons. The one-on-one relationship that develops can
provide a supportive environment for the equity group apprentice.

Employers of small operations can reach out to and/or encourage
equity group apprentices to seek support from industry associations,
unions, joint training boards, apprenticeship branches, or community/
equity groups.

Larger corporations can have personnel with human rights/equity



training and sensitivity for difficulties faced by members of equity
groups to act as trouble shooter/liaison/support persons.

What other things can | do to support the on-going training of
apprentices?

Encourage Supplementary Training

Keep current trade magazines, reference books, manuals, training
literature and/or videos available in a common area.

If someone takes a course, have him or her deliver an informal
seminar on what was learned.

Have on-site training seminars, include management and trainers.

Offer incentives for additional training. Provide recognition. Display
training certificates in a prominent place.

Encourage apprentices and journeypersons to explore remote
access training courses (using alternative delivery methods such as
the Internet, CD-ROM, interactive videos, etc.).

Be willing to provide some flexibility in apprentice work schedules to
allow for training opportunities.

Encourage Academic Upgrading if Necessary

Encourage apprentices in need of basic academic skills upgrading to
take night courses or continuing education. If language is an issue,
encourage apprentices to take Vocational English as Second
Language (VESL) training.



Best Practices for Apprentices

What can | do to make my on-the-job training work for me?

You are the driving force behind your own training program. If your
apprenticeship training is going to work, you are going to have to
make it work. You are going to have to be responsible for motivating
yourself to succeed. It is up to you to apply yourself to your trade to
the best of your ability. Apprenticeship is a learning exercise —
apprentices need to seek-out information.

Know what is involved in your trade. Consult your
apprenticeship record book, take to a representative at your
local apprenticeship branch, talk to employers, union
representatives or a representative of a local employer
association for your trade.

Know what tools you require for your trade (if applicable) and
acquire them.

Be selective about employers and what they have to offer.
Select employers that have a reputation for providing excellent
training. Ask employers about their reasons for apprenticeship
training.

Accept that experience pays off in the long run — don’t expect
high wages.

Keep busy, look for work. Show initiative. Recognize your
employer’s need for productivity.

Be reliable and conscientious. Don’t miss time. Go the extra
mile.

Apprentices need to work with a variety of personality types.
Understand this and don’t be oversensitive to criticism.

Ask questions; keep asking until you have the answers.

How do I monitor the progress of my on-the-job training?

Apprentices should maintain a personal training journal of jobs
done and skills learned. A successful apprentice takes notes,
and keeps track of his/her achievements. You can never
remember everything.

Your apprenticeship record book contains a list of major skills



areas associated with your trade. This is an extremely useful
tool for you and your employer to monitor where you have
achieved competency and where you still require additional
training.

= Be an active participant with your performance evaluations.
Your employer may ask you to self-evaluate.

= Communicate regularly with your trainer, employers and/or joint
training board counselor (if applicable). Seek out feedbacks,
find out where you stand.

How can | ensure that | receive a well-rounded training
experience?

= Know your trade! Use the apprenticeship record books to keep
track of which skills you have learned and identify training
needs.

= Take notes. Maintain a journal with a record of the type of
training you have received. Use this journal to assist your
employer in planning for future training.

= Your employer should give you regular performance evaluations
and you should be monitored informally on a daily basis. Take
advantage of these times to talk to your employer of your
training needs. If you have been working in the same area for
any length of time, ask to be moved.

= Participate actively with your employer or union/joint training
board in developing a training plan.

= |If your employer is limited in the scope of work offered, you
might consider seeking experience at a different workplace.
This can be accomplished by asking your employer, union or
joint training board to “lend” or assign you to another employer
so you can round out your training experience. If this is not
possible you may wish to consider changing employers.



What can | do if | feel | might not be suited to the trade in which |
am training?

Be Patient

It takes time to adjust to working in a trade. Think hard about why it
is you feel unsuited. Is it the work environment? Would you be better
off in a different trade or some other component of the industry?

Be Honest

Understand that every day you remain on-the-job as an apprentice
costs you and your employer money. Talk to your employer.

Get Help

Your employer might be able to provide you with some career
counseling and help steer you in a more suitable direction. Your local
apprenticeship branch, joint training board, or union may also
provide you with some advice.

What can | do to obtain the support | need for supplementary
training?

Make it Worthwhile for Your Employers to Support You

Your employer recognizes the value of training but you have to
demonstrate initiative and ability before he will support you in any
further training opportunities. Show your employer that you have a lot
to contribute.

Look Out For Training Opportunities

Be aware of skills upgrading courses/seminars. Be prepared to take
courses on your time.

Check your local community college. Some unions offer excellent
supplementary or upgrading training programs. Manufacturers of
new products also offer training programs. Some colleges offer
distance learning opportunities using the Internet, CD-ROM or
interactive videos. Keep up-to-date with what is available in your



area and take advantage of every opportunity.

Ask for Support

Some employers will subsidize your course fees if you successfully
complete the course and if you can demonstrate that the course is
relevant to your training requirements. Others may offer the flexibility
in your work schedule so you can afford the time for extra training.

What should I do if | have a problem with my on-the-job training
experience?

Talk to Your Supervisor/Employer

Apprentices should insist on periodic written formal
performance evaluations (minimum frequency should be at the
end of each training block). Formal performance evaluations
provide important verification that you are progressing to the
next level of your training.

You can also contact the Apprenticeship Branch nearest you for
additional support, career counseling and direction.

Some unions and industry associations can offer support.

What can I do if | feel | am not being treated fairly?

Be Aware of Your Rights and Responsibilities

Understand what harassment is and what it is not (See the
“Understanding Harassment” section in this guide).

Your employer should have an open-door communication
policy, and you should feel free to approach your employer
directly with any difficulties you might encounter.

Talk to your local union representative or joint training board
counselor.

Apprentices should report serious problems that they cannot
solve to their local apprenticeship branch.

You can also seek support from community/equity groups in
your area or contact your provincial Human Rights Commission.



Best Practices for Journeypersons

Why should | train an apprentice?

By providing training you play an essential role in maintaining the
integrity of your trade.

What can I do to improve the quality of training | provide to the
apprentice?

Demonstrate Maturity

Journeypersons and/or supervisors should demonstrate mature
attitudes toward safety, respect and sensitivity to apprentices.

Treat apprentices fairly and with the respect they deserve as fellow
human beings.

Understand the Basic Principles of Instruction

Don’t assume that the apprentice knows what to do. Try to break
tasks down into step-by step processes and take the time to teach
and make sure the apprentice has learned.

For an apprentice to learn, you first have to explain what is to be
done, then show how it is done and let the apprentice do the task at
hand.

Develop Your Coaching Skills

If you feel you lack the confidence to be a trainer you can develop
skills in this area by seeking out “train the trainer” programs or
participating in any workplace coaching skills programs that might be
available. Discuss your confidence level as an instructor with your
employer.

Be Patient
Remember that there is no such thing as a “stupid question”. If an



apprentice asks a question it is because he/she does not know the
answer. It is your job to explain until the apprentice understands.

Remember too that not everyone learns in the same way. Some
people process information differently than others. If you are not
getting through, try another tactic. Understand and accept that
sometimes there are different ways of doing the same task.

Provide Feedback

Provide continuous constructive feedback on how the apprentice is
doing. If an apprentice has not done a job right, take the time to
show him/her what was done wrong.

Be an active participant in providing performance reviews for the
apprentice. Use the record book as a guide to evaluate competency
in each major skill area.

Provide objective, open and honest feedback on how the apprentice
is progressing. Passing an apprentice when he/she has not truly
demonstrated competency ultimately compromises the integrity of
your trade.

Evaluations should involve an assessment of how well the
apprentice has progressed since the previous assessment — not just
how well the apprentice has been doing within the last week or so.
Consider the apprentice’s overall performance.

Remember Where You Came From

Remember where you came from and how it was when you went
through the program. How were the journeypersons you trained
with? See if you can do an even better job. You set the example for
how your apprentices will train the next generation of recruits.

Get Involved!

Get involved with a Provincial Apprenticeship Committee (PAC) or
Trade Advisory Committee (TAC) for your trade (contact your local
union or apprenticeship branch). Your commitment to training is a
step toward maintaining the integrity of the trade.



What is harassment?

Understanding Harassment

Harassment means, in basic terms, any improper behavior directed
at another that is offensive to the recipient and that the perpetrator
knows or ought reasonably to know would be unwelcome.

It includes objectionable conduct, comment or display made either
on a one-time or continuous basis that demeans, belittles, or causes
personal humiliation or embarrassment to the recipient.

It includes harassment within the meaning of the Canadian Human
Rights Act, i.e. harassment based on the following prohibited
grounds of discrimination: race, national or ethnic origin, colour,
religion, age, sex, marital status, family status, disability or conviction
for an offense for which pardon has been granted.

Sexual harassment means any conduct, comments, gesture or
contact of a sexual nature, whether on a one-time basis or in a
continuous series of incidents that:
a) might reasonably be expected to cause offense or humiliation
to the recipient; or
b) the recipient might reasonably perceive as placing a condition
of a sexual nature on employment or on an opportunity for
training or promotion.

Abuse of authority is a form of harassment and occurs when an
individual improperly uses the power and authority inherent in his or
her position to endanger an employee’s job, undermine the
performance of that job, threaten the economic livelihood of the
employee, or in any way interfere with, or influence the career of the
employee. It includes intimidation, threats, blackmail or coercion.



Sample Training Plan
The following is an outline of a training plan. It can be used in the
development of a training plan for your workplace.

1. Identify Training Objectives

Employer / Sponsor:

| would like
(Name of Apprentice) to be better trained in the following areas:

1.

2.

Apprentice:

| have looked at my apprenticeship record book and in the next
(specify time period: month, three
months, six months, etc.) | would like to have more work experience
in the following areas:

1.

2.

3.
4.
5

2. Training Action Plan



Employer / Sponsor / Apprentice / Journeyperson:

In consideration of the needs of the employer and the apprentice, we
have agreed that in the next (specify time period)
we will focus training in

the following major skill areas:

1.

2.




Supervision:
The apprentice works under the direction of:

(Name of journeyperson)

Identify the level of supervision required: (For example: close,
periodic, at the completion of each task, etc.)

1.

2.

Communication / Performance Indicators:

Identify strategies to be used for monitoring work and giving
feedback. (For example: daily informal communication between the
apprentice and the journeyperson/supervisor; weekly site meetings,
monthly performance reviews, etc.)



Best Practices Checklists

Employer/Sponsor Checklist for Best Practices

As a quick check to see if your training program is working as well as
it should, you might ask yourself the following questions:

Have you:

O Identified your training objectives?

O Showed the apprentice around the workplace, explained
your business objectives, your expectations of the
apprentice?

O Worked with the apprentice and journeyperson(s) in
developing a training plan?

O Developed a plan for monitoring the progress of the
training plan (involving both informal and formal
monitoring)?

O Kept in touch with the journeyperson(s) and the apprentice
and have your finger on the pulse of what is going on at
the job site?

O Educated your staff on the value of training and the need

for apprentices on the job site?



Demonstrated your commitment to training (by visibly
displaying training certificates and providing recognition for
excellent employees)?

Encouraged supplementary training where applicable
(posted information about courses/seminars, encouraged
staff to upgrade training)?

Had regular staff meetings to address training issues and
update training goals?

Shown sensitivity to some of the issues facing members of
equity groups and taken care to ensure that all employees
receive fair and equal treatment?

Maintained an open-door communication policy with all of
your staff?

Considered establishing an apprenticeship committee of
peers in the workplace?

Apprentice Checklist for Best Practices:

As a quick check to see if your on-the-job training program is working
as well as it should, ask yourself the following questions:

Have you:

a

a

Oriented yourself to the trade you have chosen and do you
know what your trade involves?

Considered training options and approached the employer
most likely to provide you with the best workplace training
opportunity?

Consulted your apprenticeship record book and kept track
of where you have achieved competence and where you
still require training?

Participated with your employer, employer association,



union, or joint training board in developing a training plan?

Developed and continued to maintain a personal training
journal where you keep notes about what you are
learning?

Taken the lead in meeting your training objectives by
asking questions, seeking answers and working diligently
for your employer?

Kept up to date on supplementary training opportunities
and taken advantage of those that would really help you in
your trade?

Journeyperson Checklist for Best Practices

As a quick check to see if the on-the-job training program is working
as well as it should, ask yourself the following questions:

Have you:

a

Understood what is expected of you as a trainer and
participated with your employer and the apprentice in
developing a training plan?

Demonstrated mature attitudes toward safety, respect and
sensitivity to apprentices?

Followed logical procedures for teaching an apprentice
(explain task, demonstrate procedure, answer questions,
supervise work, provided constructive feedback, and allow
time for practice)?

Provided daily constructive feedback to the apprentice and
taken the time to show the apprentice how he/she can do
his/her job better?

Participated in the performance evaluations of the
apprentice in a fair and meaningful way considering the
apprentice’s overall performance between evaluation
intervals?



O Recognized that apprentices are students and co-workers,
not cheap labour?

Why be a Best Employer?

e Have engaged workforces — higher morale and more
productive workforce

o Retain key talent — have lower turnover

« Attract more applicants — greater selection of talent

o Outperform competition — better financial performance

What Does It Take?

» Believe people matter
e People are the competitive advantage

» Behave in a manner consistent with that belief
e [eaders are part of the promise

» Focus on connecting with employees about the business
e People must understand the business to impact it

» See culture as a competitive advantage
e Used to align & engage employees, and create a sense of
belonging

» Having employees connected to the business is a
characteristic of a Best Company to Work For

» Foster a respectful workplace
» Investin people

» Carefully manage the culture

Leadership is responsible for developing the culture.



Summary

To retain key employees and have them say “no thanks” to more
lucrative offers:

1. Share the information

2. Insist on meaningful participation

3. Encourage & expect continuous learning
4.

Devise a way to share the increase, using input from your
employees



Apprenticeship Branch Offices

North West Territories
Department of Education

Culture and Employment Programs
(867) 873 7146

Ontario

Workplace Support
Services Branch, Ministry
of Education and Training
(416) 326 5608

Yukon
Department of Education
(867) 667 5140

Quebec
Emploi - Quebec
(514) 864 3475

British Columbia

Industry Training and
Apprenticeship Commission
(604) 775 0614

New Brunswick
Apprenticeship and
Occupational Certification
(506) 453 2260

Alberta
Apprenticeship and
Industry Training
(403) 422 1185



Prince Edward Island
Office of Higher Education
Training and Adult Learning
(902) 368 4625

Saskatchewan
Saskatchewan Education
Training & Employment
(306) 787 2439

Nova Scotia
Apprenticeship Training,
Department of Education
(902) 424 8903

Manitoba

Education and Training /
Apprenticeship and Training
(204) 945 3339

Newfoundland
Institutional Industrial
Education, Department of
Education and Training
(709) 729 2350

Additional Resources

The following websites may provide valuable information in the field
of skilled trades and apprenticeship:

1. Canadian Association of Moldmakers
www.camm.ca

2. Canadian Tooling & Machining Association
www.ctma.com



10.

11.

12.

13.

14.

15.

Canadian Apprenticeship Forum
www.caf-fca.org

Apprenticeship Search
www.apprenticesearch.com

Canadian Plastics Industry Association
www.cpia.ca

National Canadian Association of Skilled Trades
www.promotingskilledtrades.com

Canadian Federal Strategy
www11.sdc.gc.ca/sl-ca/doc/summary.shtml

Skills Canada
www.skillswork.com/students/apprenticeship.html

Red Seal Program
www.red-seal.ca

Ministry of Education, Ontario
www.eu.gov.on.ca/eng/training/apprenticeship/appren.html

Nova Scotia Department of Education
apprenticeship.ednet.ns.ca

Manitoba Advanced Education and Training
www.edu.gov.mb.ca/aet/apprent/

Ministry of Advanced Education, British Columbia
www.aved.gov.bc.cal/industrytraining

Saskatchewan Apprenticeship and Trade Certification
Commission
www.saskapprenticeship.gov.sk.ca/index.php

Apprenticeship and Industry Training, Alberta
www.learning.gov.ab.ca/appren/



16.

17.

18.

19.

20.

Education: Apprenticeship, Prince Edward Island
www.apprenticeship.pe.ca

Apprenticeship and Tradespersons qualifications, Dept. Of
Education, Yukon
www.education.gov.yk.ca/advanceded/apprenticeship

Apprenticeship and Occupational Certifications, Northwest
Territories
www.ece.gov.nt.ca/apprenticeship

Apprenticeship and Occupational Certificates, Dept. of
Training and Employment Development, New Brunswick
www.aoc-acp.gnb.ca/02/001eme.htm

Apprenticeship and qualification, Emploi -Quebec
Emploiguebec.net/anglais/individus/qualification




Feedback:

Your feedback will assist us in improving future versions of this
guide. Please complete this section, copy it and send it to:

Canadian Association of Moldmakers

St. Clair College of Applied Arts & Technology
Ford Centre for Excellence in Manufacturing
2000 Talbot Road West, Mail Box # 16
Windsor, Ontario, Canada N9A 6S4

Tel: (519) 255-7863 Fax: (519) 255-9446
Toll Free: 1-800-567-CAMM
Email: info@camm.ca Web Site: www.camm.ca

1. Trade affiliation (electrician, tool and die maker, cook, etc.)

2. Industry sector: (service, construction, industrial, etc.)

3. Position: (employer, apprentice, journeyperson, etc.)

4. Have you, or will you use this guide as a reference?

Please indicate why or why not

5. Please indicate what you like or dislike about this guide.



6. Please indicate how you would like to see this guide improved.

7. Please specify any other information would you like to see in this
guide?




