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[COMPANY NAME]  –  COMPANY PROCEDURE
TPO AND CONSERVATION AREA STATUS CHECK
How we check, record and prove whether trees are protected by a Tree Preservation Order (TPO) or sit in a conservation area, before we quote, book or cut.
	Reference
	Version
	Date issued
	Review date

	ARB-ACP-01
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Making sure we never quote, book or carry out tree work without knowing whether the tree is legally protected.

	Who does it
	Surveyor or estimator starts it on site. The office finishes it. A Manager oversees it.

	When (the trigger)
	Every tree-related enquiry, at the site visit or straight after it. Always before the quote is sent.

	Time needed
	About 10 minutes with an online council map. Up to 10 working days if the council has to confirm in writing.

	You will need
	Full address and postcode, the tree numbers from the survey (ARB-SITE-001), the council’s online map or planning search, and the job reference.

	What "done" looks like
	One outcome recorded on the job, with a dated screenshot or council email saved in the job file, and the right next step booked.

	Where records go
	Job file → Planning / TPO folder. Kept for [6 years] after the job, in line with the retention schedule in ARB-POL-04.



Where this fits in the office flow
	Enquiry
	›
	TPO / CA check
ACP-01
THIS PROCEDURE
	›
	Quote
ACP-08
	›
	RAMS
ACP-07
	›
	Job
	›
	Invoice
ACP-08
	›
	Credit control
ACP-06


This check sits between the enquiry and the quote. If a TPO or conservation area applies, ARB-ACP-02 (application or notice) follows before any work is booked.

	The rule
No quote is sent, no job is booked and no tree is cut until the protection status is recorded and the evidence is in the job file. A customer’s word, an old survey or "we’ve always cut it" is not evidence.



  1     Why this matters
              Section 1 of 5  ·  About 1 minute to read  ·  Everyone in the office
Cutting, topping, lopping, uprooting or wilfully damaging a protected tree without consent is a criminal offence. It applies to whoever does the work or causes or permits it, so our crew and our business can be prosecuted, not just the customer.
1. Destroying a protected tree carries an unlimited fine. The court can take account of any financial gain, such as a higher house value.
1. The landowner can be required to plant a replacement tree.
1. It can cost us our insurance cover, our ARB Approved Contractor status and our reputation with councils and principal contractors.
1. A dated record of a proper check is our best evidence that we took care.

  2     Step by step
              Section 2 of 5  ·  About 10 minutes, longer if the council must confirm  ·  Surveyor, office
Work through the steps in order. The "Record it" column tells you what to write down, and where.
	#
	What to do
	Who
	Record it

	1
	Confirm exactly where the trees are
Get the full address and postcode. Note which trees are in the work, using the tree numbers on the survey.
e.g. T1 oak front boundary, T2–T4 sycamores rear garden. For large or rural sites add a what3words or grid reference.
	Surveyor / estimator
	ARB-SITE-001 site details and tree schedule



	2
	Find the right council
Use GOV.UK "Find your local council" with the postcode. The council that handles planning makes and holds TPOs. In two-tier areas this is usually the district or borough council. In a National Park it is the National Park Authority.
If the trees are on or near a council boundary, check both councils.
	Office
	Council name on the TPO and conservation area check record (ARB-POL-29, Appendix A)



	3
	Check the council’s records
Search the council’s online TPO map or planning search. Check both layers:
1. Tree Preservation Orders (single trees, groups, areas and woodlands)
1. Conservation area boundaries
Also look at the planning history for the address. Recent building work can carry tree protection conditions.
Take a screenshot that shows the address, the map, and the date.
	Office
	Dated screenshot. TPO number if there is one.



	4
	If anything is unclear, ask the council in writing
Email the tree officer (template in Section 4). If you phone, write down the council, the name of the person you spoke to, the date and time, their exact answer and any TPO number. Then confirm it by email: "Thank you for confirming by phone today that…".
Online maps are not always up to date. A new TPO protects the tree from the day it is made, before it appears on the map.
	Office
	Council email, or call note plus your confirming email



	5
	Check the other permissions at the same time
Complete the rest of the ARB-POL-29 Appendix A check: planning conditions, felling licence (England, more than 5 m³ a quarter and not exempt), countryside hedgerows, SSSIs, street trees, and ownership or covenant questions.
	Office
	ARB-POL-29 Appendix A



	6
	Record one outcome and save the evidence
Record one of these on the survey form and the job system, then use Section 3 to choose the next step:
1. No TPO and not in a conservation area
1. TPO applies (note the TPO number)
1. Within a conservation area
1. Status unclear – awaiting council confirmation
Tag the job, for example "TPO" or "CA – 6 wk notice". Save the screenshot or council email in Job File → Planning / TPO.
File name e.g. JOB1234_TPO-check_2026-09-27.png
	Office
	ARB-SITE-001 TPO box, job system tag, Job File → Planning / TPO



	7
	Check again before the job
When the job is booked, check again if the last check is more than [3 months] old. On the day, the Team Leader confirms the consent or notice is in the job pack and the trees match it.
	Office at booking; Team Leader on the day
	ARB-POL-29 Appendix A Team Leader check; Job Sheet (ARB-SITE-002)





  3     What happens next, and when to stop
              Section 3 of 5  ·  About 2 minutes to read  ·  Office, Manager
	Outcome
	What happens next

	No TPO, not in a conservation area
	Send the quote (ARB-ACP-08) with the check result on it.

	TPO applies
	Quote the work "subject to council consent". Follow ARB-ACP-02 to apply. No booking until consent is granted.

	Within a conservation area
	Quote "subject to the 6-week notice". Follow ARB-ACP-02 to give a section 211 notice. No booking before the earliest start date.

	Status unclear
	Chase the council (Section 4). [Choose one: Option A – hold the quote until the council replies. Option B – after 5 working days with no reply, send the quote marked "subject to TPO and conservation area confirmation"; no booking until confirmed.] Tell the customer the new date within 1 working day (ARB-POL-15).

	Dead tree, or immediate danger
	Do not rely on this without a Manager. Follow ARB-POL-29 Section 4 and Appendix B. A dead protected tree needs at least 5 working days’ written notice to the council before work.



	Stop – do not continue if…
1. the council map is unclear and the council has not confirmed in writing;
1. the only evidence is the customer saying "there’s no TPO" or "we checked when we bought the house";
1. the tree is on a boundary, belongs to a neighbour, or is a street tree;
1. the customer wants work started before the check is finished because it is "urgent" – only a Manager can decide whether the dead or dangerous tree exception applies (ARB-POL-29);
1. the site is a development with planning conditions or a tree protection plan;
1. the property is in Wales, Scotland or Northern Ireland – the rules and forms are different.
If any of these apply, stop and speak to [Manager name] before you go any further.



	What this means for you
A letting agent emails on Monday asking us to fell three sycamores at a rented house before new tenants move in. The estimator visits and records T1–T3 on the survey. Back at the office you search the council map: no TPO, but the back garden sits just inside the village conservation area. You screenshot the map, record "Within a conservation area", tag the job "CA – 6 wk notice" and save the screenshot to the job file. The quote goes out on Tuesday saying the work can start once the 6-week notice has run, and ARB-ACP-02 starts the notice the same day. When the council later asks who checked, the answer takes 30 seconds to find.




  4     Scripts and templates
              Section 4 of 5  ·  Copy, paste and fill in  ·  Office
Use these so every enquiry to the council, and every quote, says the same clear thing.
	Email to the council tree officer
Subject: Tree protection status – [address and postcode] – our ref [JOB-REF]
Dear Tree Officer,
We have been asked to quote for work to trees at [full address and postcode]. Please could you confirm in writing whether any of the trees are covered by a Tree Preservation Order, and whether the property is in a conservation area?
The trees are: [e.g. T1 oak on the front boundary, T2 and T3 sycamores in the rear garden]. A plan and photos are attached. Please also tell us about any planning conditions that protect trees on this site.
Many thanks. Kind regards, [name, role, company, phone]



	Wording for the quote
No protection found: "We checked the council’s records on [date]. No Tree Preservation Order was shown and the property is not in a conservation area."
TPO: "These trees are protected by a Tree Preservation Order ([TPO number]). The work can only go ahead once the council grants consent. [We can apply for you – see ARB-ACP-02.]"
Conservation area: "The property is in the [name] Conservation Area. The council must be given 6 weeks’ notice before the work. The earliest start date is [date], unless the council confirms sooner that it has no objection."




  5     Records and evidence
              Section 5 of 5  ·  About 1 minute to read  ·  Office, Manager
Keep enough to prove, years later, exactly what we checked, when and how.
	What to keep
	Where
	How long
	Why

	Dated screenshot of the council TPO and conservation area map, or planning search
	Job File → Planning / TPO
	[6 years] after the job
	Shows we checked before quoting. Protects the business if work is challenged.

	Council email, or phone note plus confirming email
	Job File → Planning / TPO
	[6 years] after the job
	Written confirmation where the map was unclear.

	TPO and conservation area check record (ARB-POL-29, Appendix A)
	Job file
	[6 years] after the job
	One place that shows every permission checked.

	Outcome on the survey (ARB-SITE-001) and job system tag
	Job file and job system
	As the job file
	Lets the office, estimator and Team Leader see the status at a glance.

	Re-check at booking and Team Leader check on the day
	Job Sheet (ARB-SITE-002) / Appendix A
	As the job file
	Shows the status was still correct when we cut.



	Guidance for the business owner – remove before issue
How to use this procedure. Fill in everything in [red], choose Option A or B in Section 3, and delete this box before issue. Train the office and estimators on it, and audit a sample of job files each quarter (ARB-POL-29 suggests this).
The law in England (checked 27/09/2026). Town and Country Planning Act 1990, Part VIII, and the Town and Country Planning (Tree Preservation) (England) Regulations 2012. Section 210: anyone who cuts down, uproots, wilfully destroys, or wilfully damages, tops or lops a protected tree in a way likely to destroy it, or causes or permits this, faces an unlimited fine; other breaches carry a level 4 fine (£2,500). Conservation areas are designated under the Planning (Listed Buildings and Conservation Areas) Act 1990, but the tree rules for them are in section 211 of the 1990 Planning Act: 6 weeks’ notice. A new TPO takes effect provisionally on the day it is made and lasts 6 months unless confirmed. Councils must make confirmed Orders available for inspection, and GOV.UK asks them to be able to answer enquiries, but online maps are encouraged, not required, and there is no legal deadline for replying. Source: GOV.UK "Tree Preservation Orders and trees in conservation areas" (updated 23/09/2026); legislation.gov.uk.
Exceptions. Dead trees: "Unless work is urgently necessary because there is an immediate risk of serious harm, 5 working days prior written notice must be given to the authority" (GOV.UK, paragraph 079). Work urgently needed to remove an immediate risk of serious harm: notice as soon as practicable afterwards. Conservation area trees under 75 mm diameter at 1.5 m need no notice. These are in ARB-POL-29 Section 4; this procedure does not let staff decide them alone.
Errors fixed from the original. It listed only the Listed Buildings and Conservation Areas Act for conservation areas; the tree rules are in section 211 of the Town and Country Planning Act 1990, so both are now named correctly. It had no step for new TPOs missing from online maps, boundary and National Park cases, other permissions (felling licences, planning conditions), a re-check before work, or what to do next for each outcome. It referred to "GOV.UK postcode search"; the service is "Find your local council".
Owner decision. The original said no quote until status is confirmed. That is kept as Option A. Option B lets a quote go out marked "subject to confirmation" if the council is slow. Customer Care (ARB-POL-15) promises quotes within [1 working day] of the visit or a new date, so tell customers when a council check will delay the quote.
Wales, Scotland and Northern Ireland have their own TPO rules and forms. Adapt this procedure before using it there.
Arborella provides this template as documentation support. It is not legal advice, and it does not replace advice from the council, your insurer or a qualified adviser on a specific case.



Related documents
	Reference
	Document

	ARB-POL-29
	Tree Protection Policy (Appendix A check record, Appendix B dead or dangerous trees)

	ARB-ACP-02
	TPO and Conservation Area Application

	ARB-SITE-001
	Tree Survey and Quotation Form

	ARB-SITE-002
	Job Sheet

	ARB-ACP-08
	Quote to Invoice

	ARB-POL-15
	Customer Care and Complaints Policy

	ARB-POL-04
	Data Protection Policy (retention schedule)

	ARB-POL-01
	Health and Safety Policy (11.2 felling licences and tree protection)



Document control
	Document
	TPO and Conservation Area Status Check (ARB-ACP-01)

	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 we work changes



	Ver.
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	Author
	Summary of changes

	1.0
	[Date]
	[Initials]
	New edition created
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