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Introduction

to NBTAP

NBTAP connects Grade 10 and 11 high school students with skilled trades employers in New Brunswick
for paid summer work placements in their region.

How It Works
Nov - Jan | Feb | Mar | Apr | May | Jul - Aug
Applications  Selected Candidates Work
are reviewed candidates selected for placements
proceed employer offered to
Nov 25 - Jan 17: to NBTAP interviews succgssful Jul 6 - Aug 28:
Students appl In-School candidates oy mmer work term
PPy Interviews Employer
interviews
conducted

Applicants will be notified of the status of their application throughout the process.

Please note that selection for NBTAP is competitive. Also, there is no guarantee there will be a
placement available in your location that matches your skilled trades interest(s).

We're looking for
someone who is:

v/ Interested in skilled trades work
v/ Good at working with their hands
v Dependable and a team player

v Excited to learn new skills

v/ Not afraid to ask questions




Creating a

Student Account

Before you can apply, you have to activate your account.
Here's how:
1. Click ‘Apply'.

2. Fillin the blank fields.
Note: You MUST use your own, personal email address. It CANNOT be your parent/guardian’s. If you don't have
your own email address, we recommend creating a Gmail account at gmail.com. Hotmail and Outlook accounts
may take longer to receive emails.

Pro Tip: It's really important that your email is professional.

Try using firstname.lastname@gmail.com (i.e. jane.doe@gmail.com)

3. Create an Account.

(= ) PR
Lt Nirma
(1. T]
Remember this email and

PP password. You will need it later
to login to your student account.

CraaLE ALDkIT
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Creating a

Student Account

4. This screen will appear: “Your signup was successful, but your account is not yet active. Please check your email to
activate your account.”

IMPORTANT: Check your junk/spam folder if you don't see an activation email from info@nbtap.ca.
IF YOU DO NOT RECEIVE YOUR ACCOUNT ACTIVATION EMAIL, PLEASE CALL 506.343.6138

5. Check your email and open the message from info@nbtap.ca with the subject “Activate Your NBTAP Student Account
/ Activer ton compte d'éléve PAJNB.”

Pro Tip: Please add info@nbtap.ca as a contact in your address book. This will ensure that you receive your

account activation email to apply, and all future emails from NBTAP,

6. Click the button in the email that reads “Click here to activate your account.’

Info@ nbhapoca
Submpd Retivabe Your NBTAP Shedest fseoupd £ Activar ion comple d'dldee PRINB

1 ‘vour amal here
jj""‘:b
“'”.'fu'rF F
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To lfiidwd oL S0 oS in the eppbiation process, e vary Imparlant et soud parenbigudrlises do il «omhshabs MBTAP &jplication Bops 1.5 Tor o

7. The NBTAP website will open. The page will read: “Your account is activated and you can now login.”

NOW, LET'S GET STARTED!




Now that you've activated your student account, it's time to

start your application.

L

Click ‘Login’

2.

>3> Pro Tip: If you ever forget your password, you can reset it here.

3.

Login by entering the email address and password you used to create your account.

Click ‘Start your application form’

Dk Mo
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There are 6 steps to complete your application

NOTE:

*  When a number is red: It means the step has not been started.

+  When a number is

:It means the step is partially complete.

+  When a number is green: It means the step is complete, and can still be edited.
+  When a number is grey: It means the step cannot be completed yet, or cannot be edited after completion.

> STEP1

Be sure to read the
instructions carefully.
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You must complete
all fields in Step 1.

* Except the ‘Self-
Identification’ section, which
is voluntary.
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Make sure you click
‘Save’ to complete
your application later
or ‘Save & Next' to
continue with your
application now.
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You must do research
to help you figure out
which skilled trades
family is the right
match for you and
why.

NBTAP Shillad Tra:
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>~ STEP4

Once you type ‘yes’
and click ‘'OK’ you will
NOT be able to go back
and edit Steps 1-4,

so make sure you're
ready to submit the
information you've
filled out already.

Wheat @ra Ehe thees masn reasons yoau are inbaresteg] in the s kibessd trades you selecied?
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When you click ‘Save & Next, this pop-up will appear:

Important X

Once you save this part of the application form, you will not be able
to go back and change any of the information you have filled out
already. To confirm that you are ready to go on to the next step,
please type yes below.
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STEP5 )

You must get 2

references:

1. from ateacher and

2. from someone who
knows you from

your professional or
community experience

Once Step 6 is
submitted, check
your dashboard to
see the status of your
references.

Double check you
have the correct email
addresses for your
two references.

If one of them is incorrect,
the form is not going to go to

your reference and may hold
up your application.
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When you click
‘Submit and Send Step
6 - Parent/Guardian

Information’, two

things will happen: it ; T

1. Reference forms will be sent
to the 2 people you have asked
to provide references for you.

2. An email will be sent to the
Parent/Guardian whose email
address you provided in Step

1 with a PDF that includes the
application details that you RAEORTANT ReOTE mean appilsan form s rac campiels il pae farsactaaaraiin ssmcsfiep L
provided in Steps 1-5.
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IMPORTANT: Your application is not complete until your Parent/Guardian submits Step 6. To access
Step 6, your Parent/Guardian must:

1. Open the email from info@nbtap.ca with the subject line ‘Consent Required - Your son/daughter’s application to NBTAP /
Consentement requis - La demande au PAJNB de votre fils/fille!

2. Click the button that reads: ‘Click here to complete Step 6 Parent/Guardian Information and Consent.

STEP 6 )

PLEASE ROITE

Flrse Blama
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There is no guarantee
there will be a
placement available in
the region(s) selected
that matches your

top skilled trades
interest(s) selected in
Step 4.
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When you click
‘SUBMIT, you will get a
message that says:

‘Step 6 is complete.
The NBTAP Consent
Form will be emailed
to you and your son/
daughter’
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Complete

Your Application

Here are some important things to keep in mind after your
Parent/Guardian completes Step 6 and provides consent:

Check your email for your NBTAP Consent Form:
1. Print and sign your NBTAP Consent Form with your parent or guardian (example on next page).
2. Take the signed Consent Form to your NBTAP School Champion by January 17.

Dashboard

Welcome back, Your name here
Your statis s Applied

& Your teacher reference has been submitted
& Your professional/community reference has been submitted

| Z View and PFIAT oL 2 polication (FLIF Tormat) You can also login
to your student
TR dashboard by clicking
[ &= Download Consent Form on ‘Logir.

From your dashboard,
you can:

*  Check the status of your

References
. *  Download your Consent
+  Check back to make sure both of your references have been submitted. Form y
Please make sure your reference people are able to submit their reference * Change a Reference
before January 17. You can change one or both of your reference people if Person

*  View and Print your

needed within the application period by clicking on the ‘Change a Reference Application

Person’ button.
+  Please notify NBTAP if you wish to withdraw your application.

NBTAP will contact you by email in February to advise you of the status of
your application.
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Sample

Consent Form

NBTAP Consent Form

Applicant: YOUR NAME HERE
Applicant’s Parent/Legal Guardian: THEIR NAME HERE
Applicant’s High School: YOUR SCHOOL HERE

Applicant’'s NBTAP School Champion(s): THEIR NAME HERE

v | hereby authorize the school listed above to release my son/daughter’s School Report
Cards, and School Attendance Records to NBTAP.

Agreement

v The Student hereby certifies that all the information contained in his/her Application is
true and complete to the best of his/her knowledge.

v Both the Student and the Parent/Guardian agree that the information contained in the
Application, including the School Report Cards, and School Attendance Records, may
be used by NBTAP, NBTAP participating employers, and/or NB Apprenticeship
and Occupational Certification for the purpose of determining the Student's potential
placement, or by NBTAP for any other lawful purposes.

v The Student agrees to complete any safety and orientation training or sessions as
required by NBTAP or NBTAP participating employers and the Parent/Guardian hereby
consents to the Student's involvement and completion of same.

v Both the Student and the Parent/Guardian recognize that NBTAP patrticipating
employers may have additional hiring requirements and the Student agrees to comply
with all applicable hiring requirements. The Parent/Guardian hereby consents to the
Student undergoing the necessary hiring requirements.

v Both the Student and the Parent/Guardian understand that applying to NBTAP does not
guarantee the Student's placement with an NBTAP participating employer nor does it
guarantee an interview with NBTAP or a participating employer. The availability of skilled
trades work placements in each region depends on the needs identified by local
employers. There is also no guarantee there will be a placement available in the
region(s) selected that matches the skilled trades interest(s) selected by the Student.

v Both the Student and the Parent/Guardian understand that should the Student be hired
for a placement with a NBTAP participating employer, the Student will become an




Sample

Consent Form

employee of the NBTAP participating employer and will therefore be required to
continuously meet all of the NBTAP participating employer's employment obligations.

v Both the Student and the Parent/Guardian understand that NBTAP will continuously
monitor the Student's academic and work performance with the NBTAP participating
employer and that should the Student breach any employment obligations or be deemed
to be unsuitable for continuous employment with the NBTAP participating employer,
NBTAP will have the discretion to remove the Student from its program.

v Both the Student and the Parent/Guardian recognize that the information contained in
the Application and obtained throughout the Student’s active participation with NBTAP
may be used by NBTAP for other program purposes such as video productions, success
story quotes and statistical analysis. Upon acceptance, both the Student and the Parent/
Guardian hereby agree to let NBTAP use such information, photographs, video
productions, quotes and statistics for any lawful purpose, including such purposes as
publicity, illustration, advertising and Web content, with or without the Student’'s name,
and without requiring any additional consent from either the Student or the Parent/

Guardian.
v | have read and understood this Agreement and hereby agree to its terms.
Signatures

You and your parent/guardian must sign and date this form and you must bring this signed form
to your NBTAP School Champion by January 17.

Applicant Signature Date

Parent/Guardian Signature Date
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Contact Us

Phone: 506.343.6138 Email: info@nbtap.ca Website: www.nbtap.ca
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