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[COMPANY NAME] – HR / COMMERCIAL CHECKLIST
SUBCONTRACTOR ONBOARDING CHECKLIST
Checks to complete before a self-employed subcontractor, or anyone they send, first works for you, plus the site safety induction for each new site.
	Reference
	Version
	Date issued
	Review date

	ARB-HR-008
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Confirming the Subcontractor Agreement (ARB-HR-007) and its Schedule 1 evidence are in place, right to work is checked, and the subcontractor has had a site safety induction.

	Who fills it in
	The owner or Manager (Sections 1–3 and 5–7). The Team Leader running the site (Section 4). The subcontractor signs Section 7.

	When
	Sections 1–3 before the first Work Order. Section 4 on the first day at each new site. Review evidence at least every 12 months and when anything expires.

	Time needed
	About 30 minutes for the first set-up, plus about 15 minutes for each site safety induction.

	You will need
	The signed Subcontractor Agreement and Schedule 1, insurance certificates, qualification certificates, LOLER records, their risk assessments and rescue plan, and the right to work evidence (ARB-HR-004).

	Where it goes
	The subcontractor’s supplier file, not a personnel file. Keep it for the relationship plus [6] years. Right to work copies: the relationship plus 2 years.



	Guidance for the business owner – remove before issue
Replace everything in [red], delete anything that does not apply, and delete this box before use.
Keep it a business-to-business relationship. Employment status depends on how things work in practice, not on the paperwork. This checklist deliberately leaves out employee processes: no handbook, contract of employment, probation, appraisal, payroll, uniform, rota, company PPE issue or employee training matrix. Subcontractors provide their own kit, PPE, insurance and health surveillance, decide how to do the work within the Site Rules, can send a suitable substitute, and invoice you. If this does not match reality, read the status guidance in the Subcontractor Agreement (ARB-HR-007) and take advice.
Legal points (checked 23/09/2026).
1. Right to work: from 1 October 2026 the illegal working rules extend to many self-employed contractors and subcontractors, including people supplied through a chain (Border Security, Asylum and Immigration Act 2025). Check before they, or any substitute or worker they send, first attend site, using ARB-HR-004. The civil penalty is up to £60,000 per illegal worker. Follow the current Home Office code of practice, as some arrangements fall into grey areas.
1. CIS (HMRC CIS 340): tree felling is not normally a construction operation, but it is when done as part of construction work, for example site clearance for housing. If CIS applies, verify the subcontractor with HMRC before the first payment.
1. LOLER: climbing kit and lifting accessories (ropes, slings, blocks) need a thorough examination every 6 months; other lifting equipment every 12 months or under an examination scheme.
1. Waste: anyone carrying waste away from site must be a registered waste carrier. A new permitting regime is expected in 2027.
The Core Duties document (ARB-HR-017) applies to employees, but its conduct and safety sections also apply to subcontractors on site. Share those sections, not the whole document.



How to use this checklist
	1
	Before the first Work Order, complete Sections 1–3 using Schedule 1 of the Subcontractor Agreement. Do not offer work until the essentials are in place.

	2
	Check right to work (ARB-HR-004) for the subcontractor and for anyone they send, before they attend site.

	3
	On the first day at each new site, the Team Leader gives the site safety induction in Section 4.

	4
	Set up the admin in Section 5 and diarise every expiry date in Section 6.

	5
	Both sign Section 7. Review the file at least every 12 months, and whenever something expires.



	Subcontractor name
	
	Business / trading name
	

	Trading as
	
	Company number (if Ltd)
	

	First Work Order date
	
	Company contact
	

	File set up by
	
	Next review date
	



 1    Business, tax and contact details
Section 1 of 7  ·  About 5 minutes  ·  Owner / Manager, with the subcontractor

These match Schedule 1 of the Subcontractor Agreement. Record the details there, or here if you prefer, but not in both places.
	Main contact name
	

	Phone and email
	

	Trading address
	

	Unique Taxpayer Reference (UTR)
	

	CIS applies?
	☐ No, standalone tree or grounds work    ☐ Yes – verification ref: [     ]   Rate: ☐ Gross  ☐ 20%  ☐ 30%

	VAT number
	If registered

	Waste carrier registration number
	If they remove waste

	Bank details for payment
	Held securely by accounts – not recorded here

	Emergency contact (for site safety)
	Name and phone



 2    Evidence checklist
Section 2 of 7  ·  About 15 minutes  ·  Owner / Manager

See the originals or current copies. Put every expiry date in Section 6.
	Evidence (Schedule 1)
	Seen
	Expiry / review date
	Checked by

	Signed Subcontractor Agreement (ARB-HR-007), including Schedule 1
	☐
	
	

	Right to work checked for the subcontractor (ARB-HR-004)
	☐
	
	

	Right to work evidence for any substitutes or workers they send
	☐
	
	

	Public Liability insurance certificate (minimum £[5 / 10] million)
	☐
	
	

	Employers’ Liability insurance certificate (if they employ anyone)
	☐
	
	

	Professional Indemnity (if they give advice, surveys or reports)
	☐
	
	

	NPTC / Lantra certificates relevant to the work
	☐
	
	

	First aid at work, including the forestry (+F) element
	☐
	
	

	LOLER thorough examination records for climbing and lifting kit
	☐
	
	

	Equipment maintenance records (saws, chipper, stump grinder, MEWP)
	☐
	
	

	Driving licence (if towing plant or driving for the job, or driving a Company vehicle)
	☐
	
	

	Their own risk assessments, method statements and rescue plan
	☐
	
	

	Health & safety policy (if they have 5 or more employees)
	☐
	
	

	Accreditations, for example Arboricultural Association, CHAS, SafeContractor, Constructionline
	☐
	
	



	Tip
Ask for evidence by email before the first job and save it straight into the supplier file. A photo of a certificate on site is fine as a stopgap, but get a clear copy afterwards.



 3    Agreement and status confirmation
Section 3 of 7  ·  About 3 minutes  ·  Subcontractor, with the Owner / Manager

	Question
	Yes
	No
	Notes

	You are in business on your own account and are free to work for others (clause 4)
	☐
	☐
	

	You are responsible for your own tax, National Insurance and VAT (clause 11)
	☐
	☐
	

	You provide your own tools, equipment, PPE and insurance, unless a Work Order says otherwise (clauses 12–14)
	☐
	☐
	

	You understand each job is offered and accepted through a Work Order, and neither of us has to offer or accept work (clause 5)
	☐
	☐
	

	You may send a suitable substitute, after giving us their details and evidence first (clause 7)
	☐
	☐
	

	You manage health surveillance (for example HAVS and hearing) for yourself and anyone you employ
	☐
	☐
	

	You will tell us of changes to your insurance, qualifications, right to work, driving entitlement, VAT or CIS status (clause 27)
	☐
	☐
	



 4    Site safety induction
Section 4 of 7  ·  About 15 minutes at each new site  ·  Team Leader, with the subcontractor

This is a site induction, not an employee induction. It covers what anyone on this site needs to know to work safely alongside us and the client.
	Site / Work Order no.
	
	Date
	

	Inducted by
	
	Client induction too?
	



	✓
	Item
	Notes

	The site and the job

	☐
	Site Rules explained: access, parking, working hours, noise and client requirements
	

	☐
	Site-specific risk assessment and method statement briefed, and the subcontractor’s own risk assessment and rescue plan seen
	

	☐
	Known hazards: overhead power lines, underground services, highways, public footpaths, fragile structures
	

	☐
	Drop zones, exclusion zones and who is doing what agreed
	

	☐
	CDM construction phase plan explained, if it is construction work
	

	Emergencies

	☐
	Emergency procedures: site location (grid reference or what3words), nearest A&E, how to direct an ambulance
	

	☐
	Aerial rescue arrangements agreed for any climbing or MEWP work
	

	☐
	First aid arrangements and first aiders on site
	

	☐
	Accident, incident and near miss reporting on the same day
	

	☐
	Stop work: anyone can stop a job that looks unsafe
	

	Environment and welfare

	☐
	Environmental procedures: refuelling away from drains, spill kit location, waste
	

	☐
	Biosecurity requirements for this site, for example cleaning boots, tools and machinery
	

	☐
	Wildlife and protected trees: nesting birds and bats check, TPO or Conservation Area limits for this job
	

	☐
	Welfare facilities on this site
	

	Their kit and conduct

	☐
	Their PPE looked at and suitable for the task (their own PPE)
	

	☐
	Their equipment pre-use checks confirmed (their own kit)
	

	☐
	Conduct and safety sections of the Core Duties (ARB-HR-017) shared
	

	☐
	Drug and alcohol rules, and any client testing requirements
	

	☐
	No photos or social media posts that identify the client or site without agreement
	



 5    Admin set-up
Section 5 of 7  ·  About 5 minutes  ·  Owner / Manager

	✓
	Item
	Notes

	☐
	CIS verification done with HMRC before the first payment (if CIS applies)
	

	☐
	Payment details received securely by accounts
	

	☐
	Invoicing explained: when to invoice, where to send it and what to include (clause 10)
	

	☐
	How Work Orders are sent and accepted explained, and who to contact on the day
	

	☐
	Added to the site or job app for job information and site sign-in only: [Connecteam / app]
	

	☐
	Driver Authorisation (ARB-HR-013) completed, only if they will drive a Company vehicle
	

	☐
	Added to the Approved Subcontractor List [if you keep one]
	



 6    Expiry dates and outstanding actions
Section 6 of 7  ·  About 3 minutes  ·  Owner / Manager

	Item (insurance, certificate, LOLER, RTW follow-up)
	Expiry / due date
	Reminder set ✓
	Renewed on

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



	Outstanding action
	Who
	By when
	Done ✓

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



 7    Sign-off
Section 7 of 7  ·  About 2 minutes  ·  Owner / Manager and subcontractor

Company: the onboarding checks above are complete, and any outstanding actions are recorded. Subcontractor: I have had the site safety information for this work, and I confirm the details and evidence I have given are correct.
	
	For the Company
	Subcontractor

	Name
	
	

	Signature
	
	

	Date
	
	



Related documents
	Reference
	Document

	ARB-HR-004
	Right to Work Check Record

	ARB-HR-007
	Subcontractor Agreement (Schedule 1 and Schedule 2 Work Order)

	ARB-HR-013
	Driver Authorisation Form (Company vehicles only)

	ARB-HR-017
	Job Description – Core Duties (conduct and safety sections)

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

	[ref]
	Health & Safety Policy, Environmental Policy, Biosecurity Procedure, Approved Supplier Procedure



Document control
	Document
	Subcontractor Onboarding Checklist (ARB-HR-008)

	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
	01/07/2026
	Arborella Consultancy Ltd
	Initial release

	2.0
	23/09/2026
	Arborella Consultancy Ltd
	AOS v2 rewrite aligned to the new Subcontractor Agreement (ARB-HR-007) and Schedule 1. Removed employee-style items (personal details form, medical and HAVS screening, training matrix); replaced with status confirmation, own health surveillance and supplier file. Added right to work from 1 October 2026 including substitutes, CIS scope, waste carrier, LOLER, rescue plan, site safety induction per site, expiry diary and action log.
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