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END

START

Signed 12 month 
agreement returned and 

uploaded to the 
individual's Development 

Section on Syrinx.

Training approved by 
relevant manager for 

individual.

Complete Training Booking form 
LF201 or email request and 

identify whether PAYE or CIS.  
Send to Training Manager.

PAYE or CIS?

Source course, 
apprenticeship or CIP, 

agree costs & timescale.

Book training room / 
identify times / attendees 

for course / send 
invitation(s).

Book course dates / notify 
individual with when & 

where the course is 
running.

Once training has been 
completed, update Syrinx 

inc. expiry date.

External courseInternal course

Issue a Training 
Agreement 
completing 

HR029

PAYE

Issue an Ardent 
Tide loan 

agreement

CIS

Check Levy 
Grants.

Raise purchase 
order or sign 

agreement for 
Government app.

Manage Apprenticeships 
and add accepted 

Apprenticeship Training 
Provider.

ATO will notify the Levy No 
– payments are 

automatically processed to 
CITB (except NVQs).

Manually process with 
proof, to Claim Dept.

Grant is credited to the 
Lynch bank account and 

noted on the Lynch online 
CITB account.

Monitor payments from 
CITB.

Check the finances on a 
monthly basis and add to 

spreadsheet.

Monitor levels.

Pass or fail?

Retake or agree to hold / 
cancel.

Receive certificate or 
evidence of competency.

Add to individual’s Syrinx 
record inc. expiry date and 

upload a copy to their 
Documents folder.

Government Levy CITB Levy

Fail Pass

If you have been notified of 
a staff member or operator 
leaving within 12 months of 
the course date, then they 
should be recharged 100% 

of the course costs.
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