


Bending

Technique
• Bending technique will be the same for all joining processes.
• With pliers in each hand grip a section of the top circle.
• Curl and Bend
• Work from top down.
• Add as much character to the rose as you feel fi t.
• For thick gauge sheet, metal heat may be needed to make
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Welded Rose
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Riveted Rose

Workshop Guide                        64



Forms
&

Additional
Info

65                        Workshop Guide                      



1. Instructor Guide			   67

2. Host - Introduction Letter from SkilledTradesBC 		  70

3. Host - Commitment Form			   73

4. Host - Example of Participant Confirmation Letter		  74

5. Host - Example of Budget Breakdown 			   75

6. Host - Example of Emergency Contact Form 		  75

7. Host - Example of Incident Report				    76

8. Host - Example of Waiver Form				    77

9. Student - Example of Application Form 				    78

10. Host - Example of Media Consent Form 		 79

11. Publicity Agreement and Consent Form - SkilledTradesBC	 80

                        Workshop Guide                        66



Instructor Guide

The workshop is a combined partnership with SkilledTradesBC and the host
organization. It was developed to offer Youth of varying ability levels an opportunity to
develop skills that they can use in their everyday life and/or aid them in making 
career choices. The skills developed during this program should reflect industry 
standards. It is, however, important to remember that this is being taught in a 
workshop setting and not necessarily in Industry Standard shop. You, as the 
instructor, set the tone of safety, learning and curious fun. This is infectious.

Effective Teaching Strategies

Positive Expectations:

• As an instructor and leader in the community your skills are essential in creating a
welcoming and caring environment free of bias
• Be organized along with starting and finishing on time
• Be clear
• Create a spirit of SAFETY and FUN.
• Make clear expectations to students regarding safety, behaviour, attendance, and
classroom responsibilities.

Safety:

• Personal Safety Gear: Safety glasses and possibly ear plugs
• Emergency Response Plan
• Washrooms and general safety overview of space
• What is the first aid plan and is there a Level 1 First Aider
• Tie back long hair and do not wear loose clothing or jewelry. Leave all jewelry at 
home.
The school will, in no way, be responsible for any lost or stolen items.
• Closed toed shoes must be worn, steel toed boots are recommended.
• Pants (not shorts) must be worn when in the shop.
• Do not bring food or drink into the shop. No glass containers.
• Make sure your hands or gloves are dry when touching electrical cords, plugs, or 
sockets.
• When removing an electrical plug from its socket, pull the plug, not the cord.
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Workshop Management:

• Establish consistency – spend ;me with students explaining how the class will be 
structured and set guidelines to follow so the students understand what to do to be 
successful.
• Students will have varying abili;es to exhibit self-control at this age. Speak to them 
like adults but remember many are teenagers.
• Students will vary in their skill level and the amount they can accomplish. Always 
over plan the amount of work to be done and be flexible with regard to the amount 
accomplished.

Student Rapport:

• As an instructor and leader in the community develop a posi;ve rapport with 
students and always remain professional, recognizing the separa;on between 
instructor/student roles.
• Create a safe environment for the students

Student Behavior:

• Every student is responsible for the safety of themselves, as well as others.
• Students at all ;mes must follow the rules and procedures established by the 
teacher
• All warning and verbal commands from the instructor will be obeyed immediately.
• No work can occur in the shop unless a qualified instructor is present.
• Students are expected to be on ;me and ready for each class
• If there is something you do not fully understand, ask for assistance. The instructor 
will clarify any area not fully understood by the student. Please ask ques;ons
• Report to a instructor if you feel the behavior of another student indicates he/she is 
not well, or is acting in an unusual manner
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Housekeeping:

• At the end of each class, every student is responsible for helping everyone else 
clean the entire shop. During clean-up, everyone should be busy helping until the 
instructor dismisses them.
• Clean all tools and equipment before you put it away.
• Wash your hands with soap and water before leaving the shop.
• Work carefully and make sure that your work area is not cluPered.
• Remember: A clean and organized shop is a safe and productive shop

Reporting Injuries and hazards:

• Report even the slightest injury whether or not you feel medical aPen;on is neces-
sary. Know the location of first aid.
• Report all hazards

Remind students:

They, the student, are responsible for their own safety.

Indigenous Land Acknowledgement: BELOW ARE SIMPLY EXAMPLES WHICH 
WILL DEMAND FURTHER DISCUSSION

A short answer for why a Land Acknowledgement is done is: “respect and protec;on 
of land”.

Respecting Indigenous tradi;ons is important not only for the well-being of Indigenous 
people, but for everyone.

Example from Thompson Rivers University: Thompson Rivers University campus-
es are on the traditional lands of the Tk’emlúps te Secwépemc (Kamloops campus) 
and the T’exelc (Williams Lake campus) within Secwépemc’ulucw, the tradi;onal and 
unceded territory of the Secwépemc. The region TRU serves also extends into the 
territories of the St’át’imc, Nlaka’pamux, Tŝilhqot’in, Nuxalk, and Dakelh.
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Dear host:

Congratulations on being selected to host a workshop. We know you will have an  
amazing introduction to the trades and learn new skills!

Your group hosting will be an integral part of the success of introducing youth to the 
trades and hands on learning. This workshop package is designed to act as a guide 
and standard to ensure that all participants and instructors first have fun and are  
introduced to the trades with a positive experience.

Please read through this material carefully as it outlines what a successful  
experience could look like. The workshop package includes examples of forms to be 
completed by the participants, parents, and institution/schools.

Best Practice

The foundation is based on the care and safety of all participants. 
The focus on continual enforcement of proper safe work procedures, appropriate 
conduct and student expectations is imperative.

For many of the participants, this is their first experience working within a shop 
setting  and it is critical for students to learn within a culture of safety.

• Prior to start participants must have submitted Medical Forms and pre-assessment
• Suitable quantity/quality of volunteers (recommended 3:1 ratio)
• Daily safety talks with participants
• Active effort to incorporate safety into all aspects of activities
• Proper record keeping/reporting of incidents - Use signatory policies or provide 
guidelines

Community Engagement

Community engagement is an important way to partner your school, club or 
community  group in order to enhance the workshop experience. SkilledTradesBC 
encourages reaching  out to local business, labour unions, schools, and other 
stakeholders.



For example:
• Local Employers
• Local Technical Training providers
• Apprenticeship Boards
• WorkSafeBC Youth Outreach
• SkilledTradesBC Advisors
• StepBC Advisors

Community involvement helps youth realize their own value along with the skills 
learned in the workshop which will hopefully provide insight into future learning goals. 
Community engagement can also provide real world examples of opportunities that 
exist within skilled trades.

Certificates

It is important to acknowledge the participants efforts in completion.
A certificate template is included in the workshop package and allows 
teachers/instructors  to edit and customize for each individual participant.

Awarding the certiicates to each participant, at a formal closing ceremony, provides 
an  opportunity to recognize each individual in front of their peers and possibly 
families.  Including pictures of the workshop in the folder allows participants to 
remember and  reflect on the workshop experience.

Posting photos of the workshop activities  throughout the week on social media can 
help your workshop to gain recognition.
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Food

This is not provided and it is up to the hosts to decide if they would like to provide 
food or ask participants to bring their own. Healthy snacks and juice boxes can help 
along with a celebration that may include food. Be sure to have plenty of water and 
healthy beverages on hand.

Steps and Forms for Service Providers:
1. Application form from Service Provider to SkilledTradesBC for workshop approval
2. Letter back to Service Provider to approve or not
3. Once approved Budget submission to SkilledTradesBC for workshop
4. SkilledTradesBC sends package to Service Provider with greater detail including 
Posters for Advertising and Press Release
5. Workshop is then facilitated and completed
6. Feedback forms from Service Provider on workshop

Steps and Forms for Participant:
1. Application and Waiver form completed by students
2. Students accepted and communicated to which will be based on Workshop Ca-
pacity. 
All logistics will be provided at this time
3. It is critical that participants are committed to completing the program. This helps 
to ensure
retention and completion for each participant.
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SkilledTradesBC

Host Commitment Form

To be completed by the workshop host and returned via email to:
grants@SkilledTradesBC.ca.

     I have read and understood all documents included in the workshop kit

     I commit to having each workshop attendee complete the Workshop Registration 
Form in its entirety. If the child does not complete the form, they will not be able to 
participate in the workshop.

     I commit to having each workshop attendee complete the Waiver/Release Form in 
its entirety. If the child does not complete the form, they will not be able to participate 
in the workshop.

     I commit to having each workshop attendee complete the Student Photo/Video 
Consent and Release Form in its entirety. I acknowledge that it is my responsibility 
to adhere to the requests made by the parent/child on this form and track all activi-
ties accordingly. Student who do not want their photo taken will be identified on their 
name tag.

     I agree to have all workshop attendees complete the Post Workshop question-
naire and return them to TBA within two weeks completion of the workshop.

     I agree to have all individuals (including volunteers) working with the students 
complete a vulnerable sector check within the province I reside, and to provide 
SkilledTradesBC with this information prior to 

     I agree to absorb the cost of this through our workshop funding

___________________________________

Camp Host Signature and Date



Example of Participant Confi rmation Letter
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Example of Budget Breakdown

Example of Emergency Contact Form
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Example of Incident Report
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Example of Waiver Form
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Example of Application Form
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Example of Media Consent Form
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