
Application Process 

After reviewing the eligibility criteria, qualified host employers can apply for the 2016-2017 
CareerConnect by following these two simple steps: 

Step 1 
Interview and select an eligible participant you would like to hire for an ICT related, full-time 
position with the company. Complete these forms and submit the following documents: 
 

1. Participant Information Form (PIF) 
2. Copy of the Participant’s Resume  
3. Copy of Participant’s Post-Secondary Degree/Diploma/Certificate 
4. Host Employer Application Form 
5. Attestation Form for Host Employers 

 
Step 2  
Based on the information submitted in the above 5 documents, ICTC will contact the host 
employer and advise them if their application will be considered. If you have been advised that 
your application will be considered, complete these forms and submit the following documents: 

1. Learning Plan - a template and guidelines to complete will be provided 
2. Copy of the participant’s offer letter for the position from the host employer 

Please note: 
 All documents must be submitted to careerconnect@ictc-ctic.ca. 
 Turnaround time for the processing of a complete application package submitted by a 

host employer can take as little as five working days. If the participant’s and host 
employer’s application is eligible for funding we will contact you by email as quickly as 
possible to ensure your participant hiring is expedited. If you do not receive a reply within 
5 days from ICTC please contact 613 237 8551 ext 142 to follow up on your application 
package. 

 Participant placements cannot begin before the contract between ICTC and the host 
employer is signed by both parties. If during the placement, it is verified that the 
participant had started working for the host employer prior to being approved, no 
subsidies will be paid out for the days worked and the contract will be cancelled. 

 Processing of the Subsidy Payments 

 Host employers will receive an email from ICTC requesting their payroll records for the 
participant. Upon receipt of these payroll records, ICTC will issue a cheque for the 
subsidy amount due for that period and mail it to the host employer as per address 
provided on the host employer application form. Cheques will be sent to the employers 
within 4-6 weeks of receiving the payroll records. 

 At the end of the contract period host employers should submit the participant’s final 
payroll records and final evaluation form. Once these have been received by ICTC, 
another cheque for the subsidy payment will be issued and mailed to the host employer 
as per address on file. 

http://www.ictc-ctic.ca/wp-content/uploads/2013/06/ICTC_CareerConnect_Criteria_EN.pdf
mailto:careerconnect@ictc-ctic.ca

