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RECRUITER

ADMIN & COMPLIANCE

l

Operated hire is received
from hire desk

y

Recruiter to ensure that the
hireis suitable to operators
availability and skillset

Are they suitable for the
assignment/hire?

Carry out Drug & Alcohol
FAIL test

Do not proceed with
operator. Record details

on personnelfile.

PASS

!

Hire details and
assignment details
discussed and confirmed
verbally

YE

“ Do not continue until
verbally

discussed and confirmed

Recruiter to send
assignment to operator

Y

Operator to provide
Recruiter with written

If not accepted by

confirmation of
assignment to proceed
with hire

P operator. Hire process to
stop. Restart hire process

details to HR & Payroll including:

Start date
Rates

A

Recruiter to make
contact with operator on
their first day

Y

Contact continued with
operator throughout
operated hire/
assignment

A 4

Recruiter to provided
written confirmation to
operator where the
operator comes to end of
operated hire/
assignment

A 4

New assignment/ hire
available within 4-5
weeks

NO YES

y

Process as leaver,
recruiter to provide
written confirmation to
HR & Payroll with the
specific end date.

A

Recruiter to provide
written confirmation to
HR & Payroll with the
specific end date of
current hire. New fleet
number to be provided.

A\ 4
e o o o

Site location
Duration

contracts to be issued by HR

Recruiter to send written confirmation of assignment

Recruiter to include request for operator starter pack/

HR to issue operator starter pack/
contracts to operator via email

documents, hard copies are posted or
sent to site for completion)

(Where operator cannot print and sign

A

Y

Recruiter to provide new operator
with deadline for completion of
operator starter pack/contract in line
with start date

HR conduct RTW checks

y

Operator to return operator starter
pack/contract by email to hr@I-
lynch.com

copies to be sent to HR via post or Site
Foreman)

(Where provided in paper format, hard

HR set up operator personnelfiles
internally on PeopleHR & drives

Payroll to sense check all relevant
forms in operator starter pack/
contract

y

Payroll to set up new operator on
Select Pay, Syrinx, Payroll
Spreadsheets, Directors New Starter
Spreadsheet

Payroll make introduction telephone

queries are resolved

call with new operator and ensure any

Note:

Any holiday requests must go via the Operator
to the Recruiter and the Recruiter will log on
Recruitment calendar and send written
confirmation to Payroll for Payroll to log/pay
correct. Any sickness will need to be self-
certified for the first 7 days by the Operator
using the online form https://

ick-pay- -notification and sent to
HR/Payroll via the Recruiter.

w | Process as leaver and issue P45 to off

"I hired operator

drives.

Remove worker from live personnel
lists on PeopleHR and associated HR
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