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START

Enquiry received via 
email, website, phone 
call, text or social 
media

Check if operator is 
listed on Syrinx

Obtain
 Email
 Telephone no
 Location
 Competencies
 Details of experience
 Any other relevant details

Check compliance overview inc. 
key details e.g. contact 
information, next of kin, right to 
work, CPCS cards, NI

NO YES

 Book pre assessment
 Add to Outlook calendar
 Add Depot Recruitment Teams
 Add Assessor conducting the 

assessment

 Send On boarding email
 Complete LF066O - Self employed 

operator pack & Ardent Tide details inc
 CPCS cards
 NPORS cards
 Any other certificates
 NI
 Next of Kin
 Right to Work

Add to master 
spreadsheet

Send a text to 
Operator or call, 
introducing 
Recruiter

Add all compliance 
documentation and 
complete Operator 
Syrinx profile

Apply for, and carry 
out, reference checks 

Log availability

Any available 
hires?

Complete Right to 
Work Checks

Assessment form 
added to Syrinx & 
Operator Ratings

All checks and 
compliance completed 
and on Syrinx

YES

Book any inductions 
or medicals that 
need completing to 
start on hire

Provide PPE 
(LF070), timesheets 
& guide to Operator 
& refer to SP43

Carry out depot 
assessment and 

Toolbox Talks

Send completed 
Feedback 
Assessment form to 
Admin & 
Compliance

Update master 
spreadsheet with 
Assessor feedback 
(traffic light system)

Provide feedback to 
Resourcer who 
booked assessment

END

Can operator attend 
pre-assessment?

YES

Inform operator that on site 
assessment is required when 
starting on site

NO

Have they had pre-
assessment?

Refer to SP43 + on-
site assessment 
required

YES

Note:
If an operator has any medical issues, refer 
to National Recruitment Manager

Not ready for Lynch 
– more experience 

required

Contact operator 
within 3-6 months 

for update

Unsuccessful

Arrange for 
operator to attend 
Lynch Plant GPS & 
Enhanced training 
centre & allocate 
assessor/trainer

Further training 
required

Ready for work on 
site

Successful

Keep in 
contact with 
Operator 
regularly

NO

NO

Carry out Drug & 
Alcohol test

Pass

Fail


	SP47 - New Operator On boarding & Initial Training Process - V6 02.11.23.vsdx
	Page-1


