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START

Decision made to 
recruit apprentice.

Write Job 
Description.

Receive  Job 
Description and post on 

all recruitment 
platforms, social media 

and marketing.

Post on Lynch 
website.

Pass any on line 
applications to 

National 
Recruitment 

Manager.

Receive applications.
Review applications 

and approve.

Arrange interview 
with applicant.

Outcome?

Successful

Pass 
successful 
applicant 

details to HR.

Unsuccessful

Pass details to 
National 

Recruitment 
Manager.

Notify applicant that 
they have been 
unsuccessful.

END

Notify applicant 
and arrange 

contract start 
date.

Set up apprentice 
on People HR. 

END

Receive details of 
apprentice.

Arrange all training and 
inductions with facilitator(s).  

Set apprentice up 
on Syrinx & notify 
Training Manager.

Claim any funding grants if 
applicable.

NB – check payments quarterly 
with Purchase Ledger team & 

records.

Complete LF070 PPE 
Allocation form and 

pass to apprentice to 
sign.  Issue apprentice 

with PPE.

Notify Apprentice and 
Manager of training dates.

Arrange monitoring of 
apprentice progression 

with Assessors.

Receive Plant Trainers/
College feedback.

END

Upload 
feedback to 

Syrinx.

Receive 
details of 

apprentice 
& set up in 

Payroll 
system.

END
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