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OPERATOR TRAINER/ADMIN TRAINING MANAGER
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END

START

Notify the Depot/
Department Manager and 

trainee of the course 
details and dates

Training delivered

Pass or fail?

Pass

Receive attendance/
pass certificate(s) from 

training provider

Upload certificate(s) to 
Syrinx

Update Development 
section on Syrinx and 
upload certificate to 

documents folder

Issue attendance/pass 
certificate(s) to trainee

CITB levy 
applicable?

Advise Training Provider 
of the CITB reference

Training Provider will 
process application for 
CITB levy if CPCS/CSCS 

on behalf of Lynch 

Apply direct to CITB for 
levy funding

Update the CITB Claims 
Register spreadsheet 

with details of training 
booked, levy and 

application details

YES

Raise purchase order

Training 
required

Director, National Ops Manager(s),  
Depot Manager(s), National 

Recruitment Manager to establish 
validity of application for training

Is there another 
operator we can use?

Allocate competent 
operator

YES

Pass completed 
LF201 form to 

relevant Manager 
for approval

Pass authorised 
form to Training 

Manager 

NO

Internal or external 
training required?

(inc. Careers in Plant or 
Apprenticeship 
or a Category)

NO

Complete LF201 Training 
Booking form and 

identify suitable course 
(and contribution to 

payment if applicable)

Arrange attendance at Lynch 
Plant GPS & Enhanced 

training centre & allocate 
assessor/trainer

Internal

Source suitable 
Lynch approved 
training provider

External

Raise Loan Agreement – 
LF148 if PAYE OR if CIS, 

ArdenTide Loan 
Agreement

Pass form to trainee 
for signature and 

return 

Receive signed form 

Save form in the 
trainee’s Syrinx 

Document folder & in 
HSQE Docs under the 

relevant year 

Fail

END
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