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Introduction
As part of the Nova Scotia Government Contract, each Connector Program is required to connect Employers and Youth (including those who have graduated from high school or are about to graduate) who want to enroll directly in a Skilled Trade. This toolkit will outline the process and procedures for each community to follow so they can successfully complete the outcomes of their contract. This toolkit will also include templates, resources, and information needed for the successful rollout of the “Connecting into the Skilled Trades” project. 

It is important to note that you will need to build a network of employers and referrals so you can have people refer students to you. School Liaisons, teachers, vice-principals, NSAA reps etc. in addition to the Youth Apprenticeship Coordinator Shakara Smith will be able to help send students along to you to be matched with an employer. 

*Before interacting with students, make sure to get your Vulnerable Sector and Criminal Record check. If you are living outside of HRM go to https://mybackgroundcheck.sterlingbackcheck.ca/self-background-check/. If you are living inside HRM, use this link: https://pages.sterlingbackcheck.ca/landing-pages/h/halifax/.  

General Process
Student Process
Engagement
· Connector Coordinators attend sessions with LSI representatives in High Schools, Job Fairs, and other events to meet students.
· Coordinators let students know they are there to support them in finding employers who will take them on as apprentices. 
· Coordinators will reach out to NSCC to support pre-apprenticeship graduates looking for apprenticeship opportunities. 
Connections 
· Connector Coordinators receive interested candidates directly from LSI representatives, School Liaisons, teachers, NSAA representatives and other persons in their network
· Coordinators determine the trade the student is interested in and get a copy of their resume or discuss their background and previous knowledge
· Coordinators ask Employers if they would be willing to take on a student as an apprentice (send along resume or information to Employer)
· Encourage employers to use START if applicable 
· Coordinators match Employer and Student
· Enter information in the tracking system for both student and employer
· Make sure to create a new stream – “Connect into Skilled Trades” for the students to keep them separate from other Connectees.
· Employers should be entered as EMPLOYER “name” under Connectors to ensure both are kept separate from Connectors. 



Finalizing the Connection
· Once the Student and Employer agree to the match, Coordinators send student to the NSAA Industry Training Consultant (ITC)
· The Industry Training consultant in your area can be found here Contact Us | Nova Scotia Apprenticeship Agency
· The student will either register online, or the ITC will set up a meeting to assist them – but the registration happens online (in nearly all the cases)
Student Follow-up
· If the student was not accepted by the Employer, follow up with the employer, and provide the student with the reasons they were not selected. Consider utilizing partners (i.e. NSWorks) to help strengthen the students resume, interview, and employment readiness skills. Begin the 
process again by finding a new employer and refer the student to the necessary resources so they’ll be ready for the next employer. 
· Ask the student about the employer as well – what went well, what didn’t, if it didn’t go well, do they have any hesitations, what are they and why? 
Counting the Match
· The match is counted once the registration online is confirmed
· The process of Connector Coordinators finding out when this has happened is currently being reviewed by the province
· [bookmark: _Int_KtKzDlbB]You should track all numbers of which students and employers have been matched, and who have been connected with the NSAA ITC
Employer Process 
Engagement
· Coordinators reach out to industry contacts, businesses, and organizations with Journeypersons to ask if they would be interested in being connected with direct entry and pre-apprenticeship graduate candidates. 
Connections
· Coordinators reach out to employers that qualify to deliver Apprenticeship opportunities, when they have a student who matches with the trades available at that organization. 
· Discuss START funding with Employers (if eligible)
· Coordinators introduce Student and Employer when a match is possible (Employer interviews the student)
· Enter information in the tracking system for both student and employer
· Employers should be entered as EMPLOYER “name” under Connectors to ensure both are kept separate from Connectors. 
Follow Up 
· Coordinators talk with the employer to see how the meeting went, and if they’d be willing to take on the student. 
· If the employer is eligible, and wants to use START funding, Connector Coordinators should reach out to the NSAA ITC in their area immediately 



· Coordinators ask for feedback on the student – what went well, what didn’t. If they are unwilling to take on the student, what does the student need in order to be an apprentice? 
Finalizing the Connection
· Once the Student and Employer agree to the match, Coordinators send the student to the NSAA ITC via email and copy the employer, the student, and Marine
· The student will be sent to register online (see Student process) 
Counting the Match
· The match is counted once the registration online is confirmed
· The process of Connector Coordinators finding out when this has happened is currently being reviewed by the province
· You should track all numbers of which students and employers have been matched, and who have been connected with the NSAA ITC
Working with Students 

Throughout the program, you will be working with students – mostly of high school age, and sometimes through the pre-apprenticeship program at your local NSCC campuses. Either way, the focus of the program is youth. Here are some suggestions on engaging with youth who are interested in Skilled Trades. Consider these suggestions when making presentations with the School Liaisons, at Job and Career Fairs, and when you are doing an intake session with the students. 

1. Keep it Simple!
a. During this time, students are overwhelmed with information about “their future” and “what comes next.” They have so many avenues to consider, and they might be under pressure from many people in their lives to make the “right” decision. This might also be confusing because their mother, uncle, School Counsellor, family friend, might all be saying different options are the “right” ones. 
b. It’s important to keep the information simple and explain only what you are there to do. You connect them to an employer who can take them on as an apprentice. That is your only role – but you can also tell them about other resources they can use. You can also sell the program by stating they can earn money right away, they don’t have to go to school to be an apprentice, and they won’t incur any debt. Make sure to clearly state that you are making the process easier by finding them an employer and referring them to NSAA – i.e., taking away a big piece of the stress of applying for an apprenticeship. 
c. Make sure you keep it super short and simple during your presentations. They want high-level important details. Keep your talking points to an absolute minimum. 
2. Build Rapport
a. Students and youth want to know that they are cared about, and that someone “has their back” so build rapport with the students. Ask them general questions about themselves – this will also help you understand them more, and perhaps what they are 
most excited about or interested in. You are not their counsellor, and you can’t tell 

them which trade they should choose, but getting to know them will help them trust in the process more if they know you are guiding them through. 
b. Don’t assume that because students may not be engaging with you directly as you would expect people to, they are not paying attention. Students will pay attention to the things that interest them – and you might be surprised by what they know or 
remember from previous presentations or engagements. So always make sure to be clear and concise in your language and hit the major points every time you talk to them.
i.e., We connect them with an employer, and with NSAA. They can earn money right away, and don’t have to go to school. They won’t rack up debt while in their training. 
3. Don’t Patronize
a. The fastest way to lose a student is to talk down to them. Students, just like everyone else, want respect. Talk to them just as you would any other human and repeat if necessary. If they feel they are respected and cared for, they’ll get engaged (generally speaking).    
4. Support 
a. Some students will need support just as Connectees do. You can offer encouragement and support as they prepare for the meeting with their prospective employer. If they need further assistance, refer them to your partners, just as you would with a Connectee. 
Intake Session with Students

We will not be able to provide information on the Apprenticeship Programs, or the pathways students can follow. In some situations, students may still have questions that may be best answered by the Youth Apprenticeship Coordinator to assist with Skilled Trade selection. If this is needed, refer them back to the Youth Apprenticeship Coordinator (Shakara.smith@novascotia.org). 

It is important to gain as much information as you can about what Skilled Trade they would most like to join, and the working environment they would like to pursue i.e., commercial or residential construction, maintenance or new build etc. The template in the appendix will help you determine the information you need to collect to best make a match. To get this information, consider asking the following questions:

1. What trades do you know about? 
a. https://www.nsapprenticeship.ca/get-started/trades has a list of every trade. 
2. What trade are you most interested in? 
3. Do you have any experience working in a company or at home in that trade? 
4. Are you interested in working with a large organization, or a smaller company? 
5. Are you interested in working with residential or commercial companies.
6. Do you already know of some companies you might be interested in? 
7. What region or area would you like to work or live in? 
8. In collaboration with NS Works, ensure students are provided with the resources to create a resume if they do not currently have one.  

9. Encourage training for students in the following areas: 
a. WHIMS
b. First Aid
c. Workplace Safety
**Many trainings are offered for free by SkillsOnlineNS or through NS Works 

After discussing these questions with the students, share information on employers that are in the program, and let them know how the process will proceed. 

If they have questions related to Apprenticeship or grants, refer them to the NSAA rep in your area. 

Intake Sessions with Employers 

When chatting with employers, you do not need to explain the apprenticeship program, only that we are funded by the Province to help them connect to students who are interested in the skilled trades and Direct Entry into Apprenticeship. These employers should not be called Connectors – they are simply Employers in the Connecting into Skilled Trades Stream of the Connector Program. 

Prepare in advance of the meeting. Know the number of apprentices per journeyperson for the trades associated with that employer.

*Resources for the employers can be found at the end of this toolkit. * 

[bookmark: _Int_HbYnQK8n]During the Intake Session, you will want to determine the fit of the Employer for the program, and their willingness to take on Direct Entry Apprentices. There may be differing ways to approach employers – especially within the Construction Sector.  

A template intake form is below. Here are some questions you should ask the employer.

1. Who is the best person to contact about hiring needs and requirements? What is their role? 
2. How many employees do you have on staff? 
3. How many journeypersons do you have on staff, and what trades are they certified in? 
4. How many apprentices do you have the capacity to take on? 
5. What types of roles are you recruiting for right now, and what are your biggest gaps and needs? 
6. Will these needs change over the next few years? Where do you see a future need? 
7. Can you tell me about your company, and the work that you do? As in, what does a typical day look like, what sites do you work on, is there a seasonal nature to your work? 
8. What are the qualities you look for in an apprentice? 
9. What would hold you back from hiring a direct entry apprentice? 
10. Would you be interested in being an Employer in this new stream with the understanding that it is to encourage more apprentices in skilled trades? 
11. If so, 
a. What is your timeline for hiring? 


b. What is the best way to reach you about a potential match (call, text, email, message, etc.)? 
c. What is your preference for meeting matches (coffee shop, they go to the company, in an area I help find, with me or without me, etc.)? 
12. Do you feel that your journey person(s) would be a good fit to have an apprentice? 
a. Do you feel they would be a good mentor? 
b. Who would their ideal match be?

Templates

Intake Form for Meeting with Student
	Name
	

	Date of Birth
	

	Contact Information
	

	School 
	

	Date of Graduation
	

	Location 
	

	Do you wish to self-identify as a member of one or more equity deserving communities?
	

	Skilled Trade 
	

	Knowledge/ Experience Level (1=low, 5=high)
	

	Previous Work Experience 
	

	Any previous training in WHIMS, 1st Aid, Workplace Safety?
	

	Region / Area to work in?
	

	Resume (if available)
	

	Employer Connection 
	

	Resources Provided 
	

















Intake form for Meeting with Employers
	Name of Company
	

	Name of Representative 
	

	Contact Information (Role, contact # and email)
	

	Level of Interest in Program 
	

	Industry Sector
	

	Skilled Trade(s) they can take apprentices in 
	

	# of Journeypersons on staff 
	

	Information about the company to share with students (i.e. typical workday, typical worksite, seasonality, new build or repair etc)
	

	Date of meeting/Acceptance as Employer for program 
	

	# of Apprentices they will accept 
	

	Timeline to accept apprentices
	

	Resources Provided 
	




Introduction Email (or phone call) for Employers 

Hello EMPLOYER, 

My name is [NAME] and I am part of the Connect into the Skilled Trades program funded by Nova Scotia Labour, Skills, and Immigration. My role is to help connect Industry, and businesses with Direct Entry apprentices looking to begin their career in the Skilled Trades. 

This program will help you meet, and hire, youth who want to use the Direct Entry stream to get into the skilled trades. We are able to work closely with NSAA (Nova Scotia Apprenticeship Agency) to help with a smooth and timely registration. I’d like to set up an initial meeting to understand your needs as an employer, and what ways we can help you access talent. 

Please let me know your availability to meet next week.

We look forward to matching you with youth eager to work in your industry and fill your labour needs. 
Sincerely, 





Introduction Email for Students

Hi NAME, 

I received your email from [Insert contact from Schools or Province] – I’m looking forward to chatting with you about your interest in Skilled Trades! 

How about we meet [INSERT TIMES AND DAYS] to chat about the process and see what kind of Employer I can connect you to. 

Let me know by [DATE] when you would like to meet, and I’ll send along an invite. 
Thanks, 




Follow Up Email to Employers 

*Note some employers may not spend any time at their desk. This may have to be a phone conversation. Adapt as needed to the employers in your region. 

Hello EMPLOYER NAME, 

Thank you for meeting with STUDENT NAME. We hope the meeting went well! I would appreciate your feedback on them, and how prepared they were for their discussion with you. This can help me better understand what is needed for preparation for more youth who will enter the program. 

I would also like to know if you will be accepting them as an apprentice. If not, what do they need to be ready to become an apprentice? 

Thank you so much for your time and commitment to the program. If you have any other feedback or suggestions, please don’t hesitate to share. 

Thank you, 














Email to NSAA with Student Information

*Copy Student, Employer, Donna, Marine in this email*

Hello NAME, 

My name is [NAME] and I am the Connector Coordinator for the Connecting into the Skilled Trades program funded by the Province’s “Graduate into Skilled Trades Careers” program. I am emailing today with a student (copied here) who has been matched with [EMPLOYER NAME] who will take them on as an apprentice. 

Would you be able to begin the process of the apprenticeship agreement between the Employer and the Student? 

Thanks for your time, 



Resources to Share 

Supports for Apprentices 
· https://www.nsapprenticeship.ca/apprentices/apprentice-supports#open_accordion12 
· https://caf-fca.org/apprenticeship/for-apprentices/ 
· https://caf-fca.org/skilled-trades-hub/apprentice-resources/ 
Supports for Employers 
· https://www.nsapprenticeship.ca/employers/employer-supports 
· https://www.nsapprenticeship.ca/employers/employer-supports#open_accordion4
· https://caf-fca.org/apprenticeship/for-employers/ 
· https://caf-fca.org/skilled-trades-hub/employers-resources/ 

START Email Apprenticeshipstart@novascotia.ca 

SI Team: apprenticeshipsi@novascotia.ca

NSAA ITC contact information across the province: Contact Us | Nova Scotia Apprenticeship Agency
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