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START

PTS Requirement

Enquiry received via
email, website, phone
call or text.

Y

Check previous work
history and request CV if
available.

Y

Record details on
system/database.

Y

Check CPCS card using
CITB online card
checker.

Y

Obtain right to work
documentation

\ 4
Obtain work references.

Cross reference working dates against
the reference to build picture and skills
of the operator.

Y

Pass details on to Sentinel
Administrators

PTS checked on Sentinel.

Y

Once cleared on Sentinel,
appoint Plant Operator Trainer

to carry out full on-boarding
assessment.

Receive and record assessment

A

Y

Carry out full on-boarding assessment which

includes

Assessment on machinery;

Plant familiarisation;

Additional plant training e.g. GKD, safety

features;

Toolbox Talk on Pre-Checks and Maintenance.

feedback.

Y

Review of paperwork and Plant
Operator Trainer assessment to
identify any further needs.

Log and save all documents on to
database.

Y

Deliver Company Induction which includes

How to fill in timesheets correctly, email address to send it to and
deadlines;
Recording Defects, breakdowns, off hire and damages procedures;
Health & Safety;
PPE supplied and signed for;
Lynch expectations;
Drugs & Alcohol procedure;
Working hours;
Lynch progression and road map;
Mental Health support and relevant support contact details.

Has the operator got
a Primary Sponser?

Contact Primary Sponsor
and apply through Sentinel

for sub-sponsorship. in date.

Check operator

competencies are _|

Y

NO

assessment feedback.

Provide Recruitment Team with

Receive acceptance and
completed paperwork
from Primary Sponsor and
check acceptance on
Sentinel.

Book training with
certified provider & book
PTS medical with certified

medical provider.

Y

Complete PTS paperwork including

Accident reporting;
Contract of Employment;
Drugs & Alcohol;
Medical Assessment;
Personnel file contents;

Primary Sponsor contract (Form F31);
Restricted Vision Declaration;

Working Hours;
Worksafe Declaration.

A

Add Operator via Sentinel
to allow Lynch to be a
Primary Sponsor.

Complete LFO45 New

Starter form (Ops) and
send to Payroll

»| Place operator in work.
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