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[COMPANY NAME]  –  HR REGISTER
HR DOCUMENT REGISTER
Every Arborella OS HR template in one place: what each one is for, when to use it and who fills it in.
	Reference
	Version
	Date issued
	Review date

	ARB-HR-000
	1.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Finding the right HR document quickly, and showing auditors that your HR documents are controlled.

	Who fills it in
	The business owner or whoever manages HR. Update the version and date columns when a document changes.

	When
	Set it up once. Check it at every annual review, and whenever the law or a document changes.

	Time needed
	About 15 minutes to set up.

	You will need
	Your completed AOS templates and their issue dates.

	Where it goes
	The front of your HR folder or shared drive. Keep superseded versions archived, marked "Superseded".



	Guidance for the business owner – remove before issue
Add your issue and review dates in the version and status table near the end, and mark each document Draft, Live or Superseded. Auditors (Arboricultural Association, CHAS, SafeContractor, Constructionline) will often ask how you control documents. A register with version numbers, review dates and "Not controlled when printed" footers is strong evidence.
Arborella provides these templates as documentation and admin support. They are not legal advice.



How the documents fit together
	1
	Recruit and offer – job description, then the offer. No health questions before the offer.

	2
	Before day one – right to work check and the contract. Use the Onboarding Checklist to track everything.

	3
	Day one and week one – personal details, company induction, technical (site safety) induction, and health and driving forms where the role needs them.

	4
	Probation and beyond – probation reviews, then yearly development meetings, with the CPD Record kept up to date all year.

	5
	Subcontractors – use the Subcontractor Agreement and Onboarding Checklist, not the employee forms.




	1
	Contracts and reference documents
Section 1 of 5  ·  Business owner



	Ref
	Document
	Use it when
	Completed by

	ARB-HR-001
	Contract of Employment
	On or before an employee’s first day
	Owner; signed by both

	ARB-HR-002
	Employee Handbook
	Given with the contract; re-issued when updated
	Owner tailors; employee signs acknowledgement

	ARB-HR-007
	Subcontractor Agreement
	Before a subcontractor’s first Work Order
	Owner; signed by both




	2
	Recruiting and onboarding
Section 2 of 5  ·  Owner / Manager



	Ref
	Document
	Use it when
	Completed by

	ARB-HR-015 to 019
	Job Descriptions: Administrator, Climber, Core Duties, Groundsperson, Team Leader
	When recruiting, at induction and at each appraisal
	Owner tailors; employee and Manager sign

	ARB-HR-003
	Personal Details Form
	Before or on day one
	New starter

	ARB-HR-004
	Right to Work Check Record
	Before anyone starts work (employees, and many subcontractors from 1 October 2026)
	Person trained to do checks

	ARB-HR-005
	Employee Onboarding Checklist
	From the offer to the end of probation
	Owner / office

	ARB-HR-008
	Subcontractor Onboarding Checklist
	Before a subcontractor’s first job, and at each renewal
	Owner / Manager; Team Leader for site induction




	3
	Induction and safety
Section 3 of 5  ·  Manager / Team Leader



	Ref
	Document
	Use it when
	Completed by

	ARB-HR-006
	Employee Induction Checklist
	First day and first week
	Manager or Team Leader, with the new starter

	ARB-HR-009
	Technical (Site Safety) Induction Checklist
	Before any practical work
	Trainer and trainee

	ARB-HR-013
	Driver Authorisation Form
	Before anyone drives or tows for work, then at each licence check
	Driver and Manager




	4
	Health and fitness for work
Section 4 of 5  ·  Confidential – named reviewer or OH only



	Ref
	Document
	Use it when
	Completed by

	ARB-HR-010
	Medical (Fitness for Work) Questionnaire
	After a job offer, before safety-critical work
	New starter; reviewed by Manager or OH

	ARB-HR-011
	HAVS Health Surveillance Questionnaire
	Before using vibrating tools (Tier 1), then yearly (Tier 2)
	Worker; responsible person or OH

	ARB-HR-012
	Hearing (Noise) Health Surveillance Questionnaire
	At baseline and alongside audiometry
	Worker; responsible person or OH



	What this means for you
Health forms are kept in a separate confidential file, never in the general personnel file. Team Leaders are told only what they need to know to keep people safe, for example "no chainsaw work above shoulder height for 4 weeks".




	5
	Development
Section 5 of 5 · Employee and Team Leader / Manager



	Ref
	Document
	Use it when
	Completed by

	ARB-HR-014
	CPD Record
	All year – add each piece of learning
	Employee; reviewed by Manager

	ARB-HR-020
	Employee Development Form
	Before each development meeting
	Employee

	ARB-HR-021
	Employee Development Meeting Record
	At each development meeting
	Team Leader / Manager, with the employee



Version and status control
	Ref
	Current version
	Date issued
	Next review
	Status (Draft / Live / Superseded)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Tip
Set one review month each year for all HR documents (for example every April, when statutory pay rates change) so nothing gets forgotten.



Related documents
	Reference
	Document

	ARB-POL-01
	Anti-Bribery, Corruption & Competition Law Policy

	[ref]
	Master document register (all AOS documents)



Document control
	Document
	HR Document Register (ARB-HR-000)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance or the way you work changes



	Ver.
	Date
	Author
	Summary of changes

	1.0
	23/09/2026
	Arborella Consultancy Ltd
	Initial release
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