[Insert Company Logo Here]	TPO and Conservation Area Application  |  [Company procedure]
[COMPANY NAME]  –  COMPANY PROCEDURE
TPO AND CONSERVATION AREA APPLICATION
How we apply for TPO consent or give a conservation area notice, track it to a decision, and make sure no protected tree work starts until the law allows it.
	Reference
	Version
	Date issued
	Review date

	ARB-ACP-02
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	Getting the right permission for work to protected trees, and proving we had it before we started.

	Who does it
	Office administrator or surveyor prepares and tracks it. A Manager checks it before it is sent and releases the job.

	When (the trigger)
	As soon as ARB-ACP-01 finds a Tree Preservation Order (TPO) or a conservation area.

	Time needed
	About 30–45 minutes to prepare. Then up to 8 weeks for a TPO decision, or 6 weeks for a conservation area notice.

	You will need
	The quote and survey (ARB-SITE-001), tree numbers, a sketch plan, labelled photos, the customer’s written authority, and any arboricultural or engineer’s report.

	What "done" looks like
	Consent or expired notice in the job file, dates in the register, conditions passed to the Team Leader, and the job released for booking.

	Where records go
	Job File → Planning / TPO, and the application register (Section 5). Kept for [6 years] after the job.



Where this fits in the office flow
	Enquiry
	›
	TPO / CA check
ACP-01
THEN ACP-02
	›
	Quote
ACP-08
	›
	RAMS
ACP-07
	›
	Job
	›
	Invoice
ACP-08
	›
	Credit control
ACP-06


This procedure follows the ARB-ACP-01 check. The quote can go out "subject to consent", but nothing is booked for RAMS or work until Step 8 releases it.

	The rule
TPO: no work until the council’s written consent is in the job file. Conservation area: no work until 6 weeks have passed since the notice, or the council has said in writing that it does not object. Silence from the council is never TPO consent.



  1     TPO consent or conservation area notice?
              Section 1 of 6  ·  About 2 minutes to read  ·  Office, surveyor
	
	TPO tree
	Conservation area tree (no TPO)

	What we send
	An application for consent.
	A section 211 notice (6 weeks’ notice of the work).

	How
	Planning Portal "Works to trees", or the council’s own form. No fee.
	The same form on the Planning Portal works as a notice. No fee.

	Council’s time
	8 weeks to decide.
	6 weeks. The council can object only by making a TPO.

	When we can start
	Only when written consent is granted, and within its conditions.
	After 6 weeks, or sooner if the council says in writing that it does not object.

	If the council does nothing
	There is no consent. The applicant can appeal for "non-determination".
	The work can go ahead once the 6 weeks are up.

	How long it lasts
	Normally 2 years from the date of consent.
	2 years from the date of the notice.

	Not needed for
	See the exceptions in ARB-POL-29 Section 4 (dead or dangerous trees).
	Trees under 75 mm diameter at 1.5 m (100 mm if thinning to help other trees grow), plus the ARB-POL-29 exceptions.



If a tree in a conservation area also has a TPO, follow the TPO column.

  2     Step by step
              Section 2 of 6  ·  About 45 minutes to prepare, then tracking  ·  Office, surveyor, Manager
Work through the steps in order. Nothing in this procedure lets a customer, a deadline or a busy diary override the law.
	#
	What to do
	Who
	Record it

	1
	Confirm the protection type and who applies
Use the ARB-ACP-01 outcome and Section 1. Anyone can apply, but the applicant is usually the tree owner or a contractor acting as their agent.
If we apply for the customer, get their written authority first (template in Section 6). Tell them about our admin fee of £[xx] + VAT, or delete this if you do not charge.
	Office
	Signed or emailed authority in the job file



	2
	Prepare the application
Use the Planning Portal "Works to trees" form, or the council’s form. Include:
1. a sketch plan showing each tree and its distance to boundaries and buildings;
1. species (if known), tree numbers matching the quote, and labelled photos;
1. a clear, precise description of the work and the reasons for it;
1. supporting evidence where the reason is the tree’s condition or damage (for example an arboricultural or engineer’s report);
1. for felling a TPO tree, what will be replanted (number, species, size, position).
e.g. "T1 oak: crown reduce by up to 2 m to BS 3998:2010 to reduce end-weight over the house roof" – not "tidy up oak".
	Office / surveyor
	Draft saved in Job File → Planning / TPO



	3
	Check it against the quote before it goes
A second person checks that the description, tree numbers and plan match the quote exactly. If the customer wants more work later, it needs a new application or notice.
	Manager
	Initials and date on the register



	4
	Submit it and record the references
Submit through the Planning Portal or straight to the council. Record the submission date and the Planning Portal reference, then the council reference when it arrives.
	Office
	Register (Section 5) and job system



	5
	Diarise the dates
Put these in the register and the office calendar:
1. TPO: decision due (8 weeks after the council receives it); a chase reminder at week [6].
1. Conservation area: earliest start date (notice date + 6 weeks).
1. Both: expiry, 2 years after the consent or notice date.
Tell the customer the dates in writing (template in Section 6).
	Office
	Register, calendar, customer email



	6
	Monitor and chase
Answer any council questions within [2 working days]. If a TPO decision has not arrived by week [6], chase the tree officer. If the 8 weeks pass with no decision, tell the customer: work still cannot start, and they may appeal for non-determination.
	Office
	Emails and call notes in the job file



	7
	Read the decision in full
Read every condition, not just the first line. Look for limits on the work, timing, replanting, or telling the council before you start.
If consent is refused or has conditions the customer does not accept, tell them the same day: an appeal must reach the Planning Inspectorate within 28 days of the decision.
If the council makes a TPO in response to a conservation area notice, the work now needs TPO consent. Go back to Step 2.
	Office, then Manager
	Decision notice in the job file; conditions noted in the register



	8
	Release the job, then close it
Only a Manager releases the job for booking (ARB-ACP-08) and RAMS (ARB-ACP-07). Put the consent or notice, and any conditions, in the job pack for the Team Leader.
After the work, record completion. Remind the customer of any replanting condition or duty in writing, and close the register line.
	Manager; office
	Job tag "Consent OK – expires [date]"; job pack; register closed




  3     When to stop
              Section 3 of 6  ·  About 1 minute to read  ·  Everyone
	Stop – do not continue if…
1. the consent is not in the job file, or the 6 weeks have not passed and there is no written "no objection";
1. the work planned, or asked for on the day, is more than the consent or notice allows – an extra tree, a bigger reduction, felling instead of pruning;
1. the consent or notice is more than 2 years old;
1. a condition has not been met, for example the council has not been told before the start date;
1. the council has made a TPO in response to a conservation area notice;
1. the 8 weeks have passed with no decision – this is not consent;
1. the customer says "just do it, I’ll take the blame" – the crew and the business can still be prosecuted;
1. the crew finds nesting birds or signs of bats – consent does not override wildlife law (ARB-SITE-006).
Stop, tell [Manager name], and record what happened in the job file.



	What this means for you
A customer wants a TPO oak "cut back by a third". The surveyor quotes "crown reduce by up to 2 m to BS 3998". You write the application with exactly that wording, attach the plan and photos, and a Manager checks it against the quote. The council grants consent with a condition that the tree officer is told 5 working days before work starts. You put the condition in the register and the job pack, email the tree officer 7 days before the booked date, and save the email. On the day the customer asks for "a bit more off". The Team Leader says no, because it is outside the consent, and phones the office. Everyone is protected.



  4     Registers and records
              Section 4 of 6  ·  About 1 minute to read  ·  Office, Manager
	What to keep
	Where
	How long
	Why

	Customer’s written authority for us to apply
	Job File → Planning / TPO
	[6 years] after the job
	Shows we acted with the owner’s permission.

	Application, plan, photos and supporting reports
	Job File → Planning / TPO
	[6 years] after the job
	Shows exactly what was applied for.

	Submission confirmation and all council correspondence
	Job File → Planning / TPO
	[6 years] after the job
	Proves dates and what the council said.

	Decision notice, conditions and approved drawings, or proof the 6 weeks expired
	Job file and job pack
	[6 years] after the job, or longer until a replanting condition is met
	Proves we had permission and met the conditions.

	Application register line
	Register (Section 5)
	Keep the register; lines for [6 years]
	Lets anyone see the status of every application fast.



  5     Application register
              Section 5 of 6  ·  Update it every time something changes  ·  Office
Keep this as a live list (a spreadsheet works well). One line per application or notice.
	Job ref and address
	TPO or CA
	Submitted (date, refs)
	Decision due or earliest start
	Decision and conditions
	Expires
	Released / closed

	
	
	
	
	
	
	

	
	
	
	




	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	



  6     Templates
              Section 6 of 6  ·  Copy, paste and fill in  ·  Office
Use these so customers and councils always get clear, consistent messages.
	Customer authority for us to apply (email or signed note)
"I, [customer name], owner of [address], authorise [COMPANY NAME] to apply to [council] on my behalf for consent (or to give notice) for the tree work described in quote [quote no.]. I understand the work cannot start until the council allows it."
Keep the customer’s reply or signature in the job file.



	Customer update after we submit
Subject: Your tree work application – [address]
We submitted your [TPO application / conservation area notice] to [council] on [date] (reference [ref]). [The council has up to 8 weeks to decide, so we expect a decision by [date].] [The earliest the work can start is [date], unless the council tells us sooner that it has no objection.] We will be in touch as soon as we hear, and we will not book the work until the council allows it.



	Chasing the council
Subject: [council ref] – works to trees at [address] – decision due [date]
Dear Tree Officer, we submitted the application above on [date]. Please could you let us know when a decision is likely, or whether you need anything else from us? Kind regards, [name, phone]



	Guidance for the business owner – remove before issue
The law in England (checked 27/09/2026). Town and Country Planning Act 1990, Part VIII (section 211 for conservation areas), and the Town and Country Planning (Tree Preservation) (England) Regulations 2012. GOV.UK "Tree Preservation Orders and trees in conservation areas" (updated 23/09/2026): use the standard application form, available on the Planning Portal or from the council; anyone can apply, usually the owner or a contractor acting as agent; the council should decide within 8 weeks, and if it does not, the applicant may appeal for non-determination; consent is valid for 2 years by default. A section 211 notice need not be in any particular form, but the standard form can be used; work may be done within 2 years of the notice. The Planning Portal "Works to trees" page says there is no fee. Appeals: regulation 19 of the 2012 Regulations – within 28 days of receiving the decision (legislation.gov.uk).
Errors fixed from the original. It did not say that silence from the council is not TPO consent, that consent and notices expire after 2 years, that a council can respond to a conservation area notice by making a TPO, that appeals have a 28-day limit, that the customer’s authority is needed when we apply as agent, or that small conservation area trees need no notice. It also let "the statutory period lawfully expire" stand for TPO trees, which is wrong: that only applies to conservation area notices.
Tailor it, then delete this box. Fill in everything in [red]. Decide: do you apply for customers, and for what fee (ARB-POL-29 Section 2 has the same fee placeholder)? Who can release a job (default: a Manager)? When do you chase (default: week 6)?
Felling licences. Where a Forestry Commission felling licence is needed for TPO trees, it replaces TPO consent for that felling (ARB-POL-29 Section 5).
Wales, Scotland and Northern Ireland have their own 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-ACP-01
	TPO and Conservation Area Status Check

	ARB-POL-29
	Tree Protection Policy

	ARB-SITE-001 / 002
	Tree Survey and Quotation Form; Job Sheet

	ARB-SITE-006
	Wildlife and Protected Species Check

	ARB-ACP-07 / 08
	RAMS Preparation Pack; Quote to Invoice

	ARB-POL-15
	Customer Care and Complaints Policy



Document control
	Document
	TPO and Conservation Area Application (ARB-ACP-02)

	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.
	Date
	Author
	Summary of changes

	1.0
	[DATE]
	[INITIALS]
	First Edition Created
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