
Steps to an 
Apprenticeship



Introduction: 

There are a number of different paths to an apprenticeship in Ontario today.  Although most 
SHRSOH�VWLOO�IROORZ�WKH�WUDGLWLRQDO�URXWH�RI�¿QGLQJ�DQ�HPSOR\HU�ZKR�ZLOO�GR�WKH�WUDLQLQJ��LQFUHDV-
ing numbers are pursuing the various options described below.

1. Traditional Route�±�7KH�SHUVRQ�VHHNLQJ�DQ�DSSUHQWLFHVKLS�LV�UHVSRQVLEOH�IRU�¿QGLQJ�DQ� 
employer who will sponsor him or her.  The employer and apprentice register with the Ontario 
0LQLVWU\�RI�7UDLQLQJ��&ROOHJHV�DQG�8QLYHUVLWLHV�$SSUHQWLFHVKLS�2I¿FH��VLJQ�D�&RQWUDFW�RI�$S-SUH
QWLFHVKLS�DQG�WKH�DSSUHQWLFHVKLS�WUDLQLQJ�SHULRG�RI¿FLDOO\�EHJLQV���

2. Ontario Youth Apprenticeship Program�±�<RXQJ�SHRSOH��ZLWK�WKH�KHOS�RI�WKHLU�2<$3� 
FRRUGLQDWRU��UHJLVWHU�DV�DSSUHQWLFHV�ZKLOH�VWLOO�LQ�VHFRQGDU\�VFKRRO��7KHVH�VWXGHQWV�FRPSOHWH� a 
cooperative education placement in a skilled trade.  They receive credit for the skills they 
GHYHORS�DQG�GHPRQVWUDWH�WR�WKHLU�HPSOR\HU�GXULQJ�WKH�DSSUHQWLFHVKLS��6RPH�2<$3�VWXGHQWV� 
FDQ�HYHQ�UHFHLYH�FUHGLW�IRU�WKHLU�%DVLF�/HYHO�LQ�VFKRRO�WUDLQLQJ���$�VXFFHVVIXO�2<$3�SODFHPHQW� 
can lead to paid employment and continuation of an apprenticeship after graduation. Employ-
ers may be eligible for both wage subsidies and tax credits and should contact a local 
Em-SOR\PHQW�6HUYLFH�RI¿FH�IRU�IXUWKHU�LQIRUPDWLRQ�DERXW�WKH�VXEVLG\��,QWHUHVWHG�VWXGHQWV�VKRXO
G� speak with a guidance counsellor or cooperative education teacher at their secondary 
school.

3. Union or Industry Approved Training – Some unions or trade associations run their 
RZQ�WUDLQLQJ�FHQWUHV�DQG�KROG�&RQWUDFWV�RI�$SSUHQWLFHVKLS�ZLWK�WKH�DSSUHQWLFH��UDWKHU�WKDQ�WKH� 
HPSOR\HU��,QWDNH�FDQ�EH�VHOHFWLYH�DQG�PD\�WDNH�SODFH�RQO\�DW�FHUWDLQ�SRLQWV�LQ�WKH�FDOHQGDU� 
year. Links to unions and trade associations can be found at: 
KWWS���ZZZ�DSSUHQWLFHVHDUFK�FRP�+RWOLQNV�,QGH[

4. College Route – Many of Ontario’s colleges of applied arts and technology offer di-
ploma programs related to skilled trades.  These programs require successful completion of 
secondary school and can take two or three years to complete.  Many of the programs involve 
a hands-on paid workplace component.  A college graduate with a diploma in a skilled trade 
PD\�EH�VXFFHVVIXO�LQ�¿QGLQJ�DQ�HPSOR\HU�ZLOOLQJ�WR�UHJLVWHU�KLP���KHU�DV�DQ�DSSUHQWLFH��

5. Coop Diploma Apprenticeship Programs - These programs were recently introduced 
E\�WKH�2QWDULR�JRYHUQPHQW��DOORZLQJ�D�VWXGHQW�WR�SXUVXH�ERWK�D�FROOHJH�GLSORPD�DQG�DQ�DS-
prenticeship at the same time.  Apprentices are assigned to employers during the program; 
successful placements can lead to a continuation of an apprenticeship after a diploma is 
awarded. 
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6. Pre-apprenticeship Programs�±�7KHVH�SURJUDPV�SURYLGH�WUDLQLQJ�LQ�D�VSHFL¿F�WUDGH�WR�
help prepare for apprenticeship.  They are less than 52 weeks in length.  Organizations offer-
ing these programs often assist with job placement.  Additional information is available at:
http://www.apprenticesearch.com/fpWhats_new/programs.asp

7. Private Career Colleges�±�7KHVH�SURJUDPV�YDU\�LQ�WLPH��OHQJWK��H[SHQVH�DQG�HIIHF-
tiveness in placing students in apprenticeships.  Further information is available on the Ser-
vice Ontario website: http://www.serviceontario.ca/pcc

Steps to an 
Apprenticeship

&DUHHU�FRXQVHOORUV�DUH�HTXLSSHG�ZLWK�WKH�LQIRUPDWLRQ�� 
resources and tools to help you.  Most secondary and 
post-secondary schools and colleges have counsellors 
available to meet with students. 

Many community agencies also provide free career 
counselling services.  
&DUHHU�FRXQVHOORUV�FDQ�KHOS� 
DVVHVV�\RXU�VNLOOV��LQWHUHVWV��SHUVRQDOLW\�WUDLWV��� � 
VWUHQJWKV��DSWLWXGHV��ZHDNQHVVHV�DQG�DELOLWLHV� 
PDWFK�\RXU�SHUVRQDO�SUR¿OH�WR�D�VXLWDEOH�FDUHHU�

Self-understanding is essential to making wise career choices.  Skilled trades are not for 
HYHU\RQH�±�HDFK�WUDGH�UHTXLUHV�VSHFL¿F�DSWLWXGHV��VNLOOV��DQG�LQWHUHVWV���/HDUQ�DERXW�\RXUVHOI�
DQG�GLVFRYHU�ZKLFK�WUDGH�RU�WUDGHV�DUH�PRVW�VXLWDEOH�IRU�\RX���(DFK�RI�WKH�RYHU�����WUDGH�GH-
scriptions listed on the www.apprenticesearch.com database feature short self-rating quizzes 
that highlight the aptitudes and interests essential to that trade. 

Visit http://www.apprenticesearch.com/AboutTrades/ to use these quizzes.

6WHSV������	���DSSO\�WR�DQ\RQH�FRQVLGHULQJ�DQ\�RI�WKH�SDWKV�WR�DQ�DSSUHQWLFHVKLS�
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1. Explore your career options with a trained career counsellor

�� &RQVWUXFWLRQ
�� Service 
�� ,QGXVWULDO
�� 0RWLYH�3RZHU



Gather timely and relevant information about the trade or trades that interest you before pur-
VXLQJ�DQ�DFWXDO�DSSUHQWLFHVKLS���,W�LV�YLWDO�WR�\RXU�VXFFHVV�WR�GR�VRPH�EDFNJURXQG�UHVHDUFK�

Who to Contact
$VN�IDPLO\��IULHQGV��QHLJKERXUV��LQVWUXFWRUV��FDUHHU�FRXQVHOORUV�DQG�DQ\RQH�HOVH�IRU�WKH�QDPHV�
of people to contact.  You can also create your own contacts through information interviews. 
8VH�WKH�IROORZLQJ�VRXUFHV�IRU�OHDGV�

�� Yellow pages
�� Business directories
�� 8QLRQV�DVVRFLDWLRQV��WKHLU�SXEOLFDWLRQV�DQG�ZHEVLWHV
�� Articles in the newspapers
�� Trade magazines
�� ,QWHUQHW�UHVHDUFK

What to Say
)ROORZ�WKH�JHQHUDO�JXLGHOLQHV�IRU�PDNLQJ�D�FROG�FDOO�IRXQG�RQ�SDJH�¿YH���6SHDN�WR�D�FDUHHU�
counsellor if you are unfamiliar with these guidelines.  You simply need to alter your script to 
suit your request for an information interview.

How to Prepare
Treat an information interview like you would a regular job interview.

The internet can provide up-to-date 
and easily accessible information.  
An excellent place to start with 
would be www.apprenticesearch.
com.

The following are some techniques 
to help you with your research:

Information Interviews
An information interview involves 
speaking to someone working in a 
WUDGH��FRPSDQ\�RU�FDUHHU�RI�LQWHU-
est.  The purpose is to gain current 
information from an “insider” point 
of view.  The goal is not to obtain an 
apprenticeship but to gather infor-
mation and advice about a trade 
from the tradesperson’s perspective.
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2. Research! Research! Research!

�� Educational requirements
�� Training
�� 3UH�DSSUHQWLFHVKLS�FRXUVHV
�� Time required to complete an apprenticeship
�� Wages
�� Educational costs
�� &RVW�RI�WRROV
�� 3UHVHQW�DQG�IXWXUH�HPSOR\DELOLW\�RXWORRN
�� Work environment
�� &KDOOHQJHV�RI�WKH�WUDGH
�� 8QLRQL]HG�YV��QRQ�XQLRQL]HG�ZRUN�HQYLURQ-

ments
�� Life-long learning opportunities



$�SODQ�LQYROYHV�VHWWLQJ�JRDOV�DQG�FUHDWLQJ�VWUDWHJLHV�WR�DFKLHYH�WKRVH�JRDOV���,QGLYLGXDOV�ZKR�
VHW�VSHFL¿F��UHDOLVWLF�DQG�DWWDLQDEOH�JRDOV�JHQHUDOO\�H[SHULHQFH�JUHDWHU�VXFFHVV�WKDQ�WKRVH�
ZKR�GR�QRW���&RQVLGHU�KDYLQJ�WKH�IROORZLQJ�WR�DVVLVW�\RX�LQ�\RXU�MRE�VHDUFK�

A well-rounded search for an apprenticeship involves many methods and techniques.  The fol-
lowing are some strategies to assist you:

�� www.apprenticesearch.com

This free website helps match people looking for apprenticeship training with employers of-
IHULQJ�DSSUHQWLFHVKLS�WUDLQLQJ�DQG�MREV���<RX�FDQ�FUHDWH�D�SUR¿OH��SRVW�D�UHVXPH�DQG�DSSO\�IRU�
positions.  You may also use the Google search feature within the website to search for infor-
mation and resources.

�� Networking

The term networking means making connections.  By talking and connecting with people you 
ZLOO�EH�DEOH�WR�KHDU�DERXW�XQDGYHUWLVHG�RSSRUWXQLWLHV���,W¶V�D�YDOXDEOH�PHWKRG�WR�¿QG�DQ�DS-
SUHQWLFHVKLS���:HOO�RYHU�KDOI�RI�DOO�MRE�RSSRUWXQLWLHV�DUH�¿OOHG�YLD�ZRUG�RI�PRXWK�UDWKHU�WKDQ�
WKURXJK�DGYHUWLVLQJ���,I�\RX�KDYH�PDGH�D�FRQWDFW��OHDYH�D�EXVLQHVV�QHWZRUNLQJ�FDUG�WR�LQ-
crease your chances of being contacted in the future. 

�� Information Interviews

&RQGXFWLQJ�LQIRUPDWLRQ�LQWHUYLHZV�DV�GHVFULEHG�RQ�SDJH�WKUHH�ZLOO�KHOS�WR�LQFUHDVH�\RXU�
QHWZRUN�RI�FRQWDFWV�LQ�D�VSHFL¿F�WUDGH�

Resume and cover letter – These should be customized to 
WDUJHW�VSHFL¿F�MREV���6HHN�DVVLVWDQFH�IURP�D�FDUHHU�FRXQVHO�� � �
ORU�DQG�VHH�WKH�5HVXPH�DQG�&RYHU�/HWWHU�*XLGH�DYDLODEOH�� � �
on the www.apprenticesearch.com website.
�� Business/Networking card – This is a great tool to use when   

networking or when you are unable to carry your resume  
with you

�� Portfolio�±�$�SRUWIROLR�LV�OLNH�DQ�H[SDQGHG�UHVXPH��VKRZFDVLQJ����� ������������
\RXU�VWUHQJWKV��DFKLHYHPHQWV�DQG�DELOLWLHV�LQ�D�YLVXDO�IRUPDW���,W������������
should include information that is relevant only to your trade of 
interest

�� Letters of recommendation

�� Transcripts from courses

�� Pictures of work you have done – They could come from 
KREELHV��YROXQWHHULQJ�RU�DFWXDO�SDLG�ZRUN�H[SHULHQFH�LQFOXGLQJ�� �
EHIRUH��GXULQJ�DQG�DIWHU�SKRWRV�WR�GHPRQVWUDWH�\RXU�DELOLWLHV�

�� Anything else that demonstrates your abilities – be creative!

Action Plan

Here are some factors you 
may need to consider while 
creating your plan:

�� Training timelines
�� 8SJUDGLQJ�FXUUHQW��

HGXFDWLRQ��L�H��REWDLQLQJ�
a high school diploma

�� &RVW�RI�WRROV�DQG�� �
training

�� Financial and family 
situation

�� Time to complete 
apprenticeship
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4. Search for an employer to sponsor you following the Traditional Route

3. Set out a plan of action



�� &ODVVL¿HG�$GV�LQ�WKH�1HZVSDSHU 
.HHS�LQ�PLQG�RQO\������RI�MREV�DUH�HYHU�DGYHUWLVHG���,W�LV�JRRG�WR�NHHS�\RXU�H\H�RQ�WKH�FODV-
VL¿HGV��EXW�GH¿QLWHO\�GR�QRW�PDNH�WKHP�\RXU�VROH�IRFXV�

�� Internet

There are many internet sites that post employment opportunities.  Here are a few to try: 
www.jobbank.gc.ca��www.workopolis.com��www.monster.ca��
www.automotivejobs.ca.

1HZVSDSHU�MRE�DGV�JHQHUDOO\�FUHDWH�D�ÀRRG�RI�UHVXPHV�IRU�HPSOR\HUV�WR�VRUW�WKURXJK���&ROG�
calling helps you avoid this steep competition and tap into the many positions that go un-
DGYHUWLVHG���7KH�FDOO��E\�WHOHSKRQH�RU�LQ�SHUVRQ��LV�XVXDOO\�PDGH�WR�D�SHUVRQ�ZKR�LV�QRW�H[-
pecting to hear from you and doesn’t know who you are.  Try the sample “starter scripts” 
contained on this page. A career counsellor can help you learn and practise this important 
technique.  Locate phone numbers and other important contact information by using the yel-
ORZ�SDJHV��EXVLQHVV�GLUHFWRULHV��RU�LQWHUQHW�VHDUFK�HQJLQHV�

Cold Calls: What to say

'HYHORS�D�VKRUW�������VHFRQG�VFULSW�IRU�\RXUVHOI�WR�KHOS�RUJDQL]H�\RXU�WKRXJKWV���*HQHUDO�
guidelines for your script:

�� ,QWURGXFH�\RXUVHOI
�� Ask to speak to the person in charge of hiring; be sure to obtain their name 
�� $VN�LI�WKH\�KDYH�WLPH�WR�VSHDN�ZLWK�\RX��LI�QRW��DVN�ZKHQ�LV�D�JRRG�WLPH�WR�FDOO�EDFN
�� Explain the reason for your call and be sure to market your skills and abilities
�� ,I�WKH\�DUH�LQWHUHVWHG�LQ�ZKDW�WKH\�KHDU��EH�SUHSDUHG�IRU�TXHVWLRQV

The objective is to get the employer to accept your resume and consider you for a future op-
portunity.  You may also obtain other names to contact.

“+L��P\�QDPH�LV�BBBBBBBBBBB�BBBBBBBBBBBBBB��,¶P�FRPSOHWLQJ�JUDGH����WKLV�\HDU�DW�(DVWGDOH�
6HFRQGDU\�6FKRRO�DQG�QRZ�,¶P�LQWHUHVWHG�LQ�¿QGLQJ�RXW�PRUH�DERXW�IXOO�WLPH�MREV�DQG�DSSUHQ-
ticeship positions.  Would this be a good time for us to talk for a few minutes?”
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5. Practise and carry out “cold calls” to search for work opportunities

³+L��LW¶V�BBBBBBBBBBBBBBB�BBBBBBBBBBBBBB�FDOOLQJ��BBBBBBBBBB�BBBBBBBBBBB�VXJJHVWHG�,�
JLYH�\RX�D�FDOO���,¶P�LQWHUHVWHG�LQ�EHFRPLQJ�DQ�DSSUHQWLFH�LQ�WKH�BBBBBBBBBBBBBBBBB�VHFWRU�
DQG�KH���VKH�WKRXJKW�\RX�ZRXOG�EH�D�JRRG�SHUVRQ�WR�WDON�ZLWK���,V�WKHUH�VRPH�WLPH�WKLV�ZHHN�
ZKHQ�,�FRXOG�FRPH�LQ�DQG�VSHQG�D�IHZ�PLQXWHV�ZLWK�\RX"´

³*RRG�PRUQLQJ��0U��-RQHV���0\�QDPH�LV�BBBBBBBBBBBB�BBBBBBBBBBBB�DQG�,¶P�FXUUHQWO\�MRE�
VHDUFKLQJ�DQG�ORRNLQJ�LQWR�FRPSDQLHV�LQ�WKH�BBBBBBBBBBBBBBBB�VHFWRU���,�ZDV�ORRNLQJ�DW�\RXU�
ZHEVLWH�\HVWHUGD\�DQG�,�KDG�D�IHZ�TXHVWLRQV�DERXW�\RXU�FRPSDQ\���,�ZRQGHU�LI�\RX�KDYH�D�IHZ�
minutes to give me some information.”

Some sample “starter scripts” for cold calls:



5HVXPHV�DQG�LQWHUYLHZV�FUHDWH�LPSRUWDQW�¿UVW�LPSUHVVLRQV���<RX�QHHG�WR�VHW�\RXUVHOI�DSDUW�
DQG�DFFXUDWHO\�PDUNHW�\RXU�VNLOOV��H[SHULHQFH��DELOLWLHV�DQG�DWWLWXGH���(PSOR\HUV�DUH�DOZD\V�DW-
WUDFWHG�WR�DQ�DSSOLFDQW�ZLWK�D�SRVLWLYH�DWWLWXGH�DQG�D�VWURQJ�ZRUN�HWKLF���,W¶V�D�JRRG�LGHD�WR�JHW�
help from a career counsellor when writing your resume or preparing for an interview.

You can prepare for an interview by anticipating some of the questions you may be asked. 
Sample questions can be downloaded from the “HR Guide for Employers” on the 
www.apprenticesearch.com website. 

Some tips for creating an effective resume:

�� 8QGHUOLQH�NH\�ZRUGV�IURP�WKH�MRE�GHVFULSWLRQ�RU�ZDQW�DG��XQGHUOLQH�ZRUGV�WKDW�PDWFK�� �
your skills

�� Group the related skills into categories
�� 3ULRULWL]H�WKH�VNLOOV�±�GHFLGH�ZKLFK�VHWV�RI�VNLOOV�DUH�PRVW�LPSRUWDQW�WR�WKH�MRE�EHLQJ�DGYHU-

tised
�� 8VH�WKH�WRS����ZRUGV�LQ�D�VXPPDU\�VWDWHPHQW�±�SLFN�WKH�WRS�VNLOOV�IURP�HDFK�FDWHJRU\�� ����

DQG�ZULWH�D�VXPPDU\�VWDWHPHQW�WKDW�GHVFULEHV�\RXU�H[SHULHQFH�DQG�TXDOL¿FDWLRQV�IRU�� �
WKH�MRE���3XW�WKH�VWDWHPHQW�DW�WKH�WRS�RI�\RXU�UHVXPH��5HPHPEHU�WKDW�WKH�SHUVRQ�VFUHHQ�� �
LQJ�D�UHVXPH�OLNHO\�VSHQGV�QR�PRUH�WKDQ����VHFRQGV�ZLWK�HDFK���'RQ¶W�PDNH�WKHP�VHDUFK

     for relevant information! 
�� 8VH�WKH�XQGHUOLQHG�ZRUGV�\RX�KDYH�LGHQWL¿HG�ZKHQ�\RX�GHVFULEH�\RXU�RZQ�H[SHULHQFH�� �

in greater detail
�� $�5HVXPH�DQG�&RYHU�/HWWHU�*XLGH�FDQ�EH�GRZQORDGHG�IURP�www.apprenticesearch.com

)ROORZLQJ�XS�PHDQV�UHPDLQLQJ�LQ�WRXFK�ZLWK�DQ�HPSOR\HU�HLWKHU�E\�SKRQH��H�PDLO��RU�LQ�SHU-
VRQ���0DQ\�MRE�VHHNHUV�IDLO�WR�DSSUHFLDWH�WKDW�D�IROORZ�XS�FDOO�GLVSOD\V�LQWHUHVW��LQLWLDWLYH��HQ-
thusiasm and dedication.  Many employers welcome follow-up calls.  The calls also provide 
an additional opportunity to market your skills and set yourself apart from the competition.

7. Follow-up

6. Ensure your interview skills and your resume are excellent
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7KH�UHDOLW\�LV��ORRNLQJ�IRU�DQ�DSSUHQWLFHVKLS�LV�KDUG�ZRUN�DQG�FDQ�WDNH�PRQWKV���,W�LV�LPSRUWDQW�
to keep yourself balanced and not become discouraged when things do not seem to be go-
ing the way you hoped.  Surround yourself with people who are supportive and stay involved 
LQ�DFWLYLWLHV�\RX�HQMR\���$OVR��NHHS�DQ�RSHQ�PLQG�DQG�UH�HYDOXDWH�\RXU�MRE�VHDUFK�DSSURDFK�
periodically.

8. Keep positive and stay motivated!



The employer may want a ‘trial period’ to assess your learning potential, your attitude and 
your work ethic.  The Conference Board of Canada’s Employability Skills chart lists what 
many employers are looking for.  See the following link for information:
http://www.conferenceboard.ca/topics/education/learning-tools/employability-skills.aspx 

Central District

Toronto (416) 326-5800
Pickering (905) 837-7721
Mississauga  (905) 279-7333
Barrie   (705) 737-1431

Western District

Hamilton (905) 521-7764
Brantford (519) 756-5197
St. Catharines (905) 704-2991
Owen Sound (519) 376-5790
London (519) 675-7788
Sarnia  (519) 542-7705
Kitchener/Waterloo  (519) 653-5758
Windsor (519) 973-1441
Chatham (519) 354-2766

Complete and sign the apprenticeship training agreement/contract of apprenticeship 
between you, the employer and MTCU. For more detail and links to community partners 
who can assist you, please visit our website at www.apprenticesearch.com  

Eastern District

Ottawa  (613) 731-7100
 Cornwall

 
(613) 938-9702

Kingston
 

(613) 548-1151
Pembroke

  
(613) 735-3911

Peterborough (705) 745-1918
Belleville (613) 968-5558

Northern District

Sault Ste. Marie (705) 945-6815
North Bay

 
(705) 495-8515

Sudbury
 

(705) 564-3030
Timmins

  
(807) 235-1950

Thunder Bay (807) 346-1550
Kenora (807) 468-2879

Copyright HIEC 2016

 admin@apprenticesearch.com
Toll Free: 1-877-905-2748
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9. You get hired by an employer - what’s next?

Once an employer is ready to register you as an apprentice, you need to contact the nearest 
office of the Ministry of Training, Colleges and Universities Apprenticeship Branch (MTCU). 
For the most up-to-date list of local offices go to http://services.findhelp.ca/eo/tcu/appoff 

apprenticesearch.com
apprenticesearch.com/AboutTrades

apprenticesearch.com/Resources/PDF




