[Insert Company Logo Here]	RAMS Preparation Pack  |  [Company procedure]
[COMPANY NAME]  –  COMPANY PROCEDURE
RAMS PREPARATION PACK
How the office prepares, checks, issues and controls a RAMS pack (risk assessments and method statement) for a job, so that the client gets a site-specific pack and the crew gets the same plan on the day.
	Reference
	Version
	Date issued
	Review date

	ARB-ACP-07
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it is for
	A correct, site-specific, approved RAMS pack for every job that needs one, issued on time and version-controlled.

	Who does it
	Office Administrator or Compliance Lead assembles it. The Surveyor or Operations Manager gives the technical input. A Manager or Director approves it.

	When (the trigger)
	The client or principal contractor asks for RAMS; the contract requires it; the work is higher risk; or we are working on a commercial, construction or utility site.

	Time needed
	About 1–2 hours for a typical job once the survey is done. Longer for construction sites, highways or complex rigging.

	You will need
	The accepted quote and survey (ARB-SITE-001), the Job Sheet (ARB-SITE-002), the Method Statement form (ARB-SITE-005), our GRA and COSHH library, and the client’s requirements.

	What "done" looks like
	Approved pack issued, client acceptance saved, the final version handed to the Team Leader, and the signed SSRA and briefing record back in the job file.

	Where records go
	Job file → RAMS folder, with a sub-folder per revision. Kept for [6 years] after the job.



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


RAMS are prepared after the quote is accepted and permissions are in place, and before the job is scheduled (ARB-ACP-08, stage 7).

	The rule
No work starts where RAMS are required until the pack is approved internally and issued, and any client comments are dealt with. The office writes the Method Statement before the job. The Site Specific Risk Assessment (ARB-SITE-004) is always completed by the Team Leader on site, on the day (ARB-POL-01 section 5.1). A RAMS pack never replaces it.



  1     What goes in a RAMS pack
              Section 1 of 5  ·  About 2 minutes to read  ·  Office, Manager
	Part of the pack
	Our document
	Who prepares it, and when

	Method statement
	ARB-SITE-005 Method Statement (12 sections, from CDM and scope to rescue, acceptance and revisions)
	Manager or estimator, before the job

	Generic risk assessments
	The GRAs that apply to this job only, from our GRA library [ref] (the list is in SSRA section 7)
	Office selects; Manager checks

	Site-specific hazards
	Known hazards from the survey (ARB-SITE-001 section 5) written into the Method Statement. The SSRA (ARB-SITE-004) confirms them on the day.
	Surveyor; Team Leader on the day

	COSHH
	COSHH assessments for the substances in Method Statement section 4 (e.g. fuels, chain oil, herbicide)
	Office

	Supporting evidence
	Insurance, training matrix, plant and LOLER records, policies, accreditations, permissions, wildlife check, traffic plan
	Office, as the client asks



  2     Step by step
              Section 2 of 5  ·  About 1–2 hours per pack  ·  Office, Surveyor, Manager, Team Leader
	#
	What to do
	Who
	Record it

	1
	Confirm RAMS are needed, and the deadline
RAMS are needed when the client or principal contractor asks, the contract requires it, the work is higher risk (e.g. climbing, rigging over structures, MEWPs, work near roads or lines), or the site is commercial, construction or utility.
Record the client’s deadline. Where the contract requires it, issue at least [48 hours / 2 working days] before work starts, or earlier if the client says so.
	Office
	Job Sheet section 3; diary deadline



	2
	Gather the project information
Collect the full scope (from the accepted quote), site address, client requirements, programme dates, access arrangements and any known hazards.
Use the survey: access (section 2), trees and work (3), permissions and wildlife (4), hazards (5) and photos. Ask the principal contractor for their site rules, induction and construction phase plan.
	Office, with the Surveyor
	Job file → RAMS folder



	3
	Select the relevant GRAs
Choose only the Generic Risk Assessments that apply to this job, e.g. aerial tree work, rigging, chipping, stump grinding, traffic management. Check each one has been reviewed in the last 12 months.
	Office; Manager checks
	List of GRAs in Method Statement section 11



	4
	Make the site-specific hazards specific
Write the real hazards for this site into the Method Statement, not generic wording: access and egress, public interface, overhead and underground utilities, environmental constraints, and emergency arrangements.
e.g. "BT line crosses the front of T3 at 6 m – sections lowered away from it", not "beware of services".
If the client wants an SSRA in advance, send a pre-start copy of ARB-SITE-004 with sections 1 to 5 filled in from the survey and marked "Pre-start – completed and signed on the day".
	Surveyor / Operations Manager
	Method Statement sections 2, 7, 8, 9, 10



	5
	Draft the Method Statement (ARB-SITE-005)
Complete it for this site, including:
1. plant and equipment (section 4) and the numbered sequence of work (5)
1. rigging plan (6), traffic and pedestrian management (7)
1. waste handling (9), crew and supervision (3)
1. emergency and aerial rescue arrangements, with a named rescuer for any climbing (10)
It must match the risk assessments and how the crew really works. Do not copy the last job’s method statement.
	Manager or estimator
	Method Statement, status "Draft"



	6
	Attach the supporting documents
Add what the client asked for, and tick Method Statement section 11. Check every date. Nothing expired: insurance, training certificates, LOLER examinations, accreditations.
Send the training matrix, not personal documents, unless the client needs certificate copies (ARB-POL-04).
	Office
	Pack index (Section 4)



	7
	Internal review and approval
A Manager or Director checks: correct project details and job reference; the right GRAs; the method matches the scope; the rescue plan and emergency details are complete; no out-of-date documents; and no other client’s name, site or photos in the pack. Then signs "Approved by" in Method Statement section 12.
	Manager / Director
	Method Statement section 12 approval; status "Final"



	8
	Issue to the client, and control versions
Send by email or the client portal as one PDF with a pack index. Record the date issued and keep the sent email or portal receipt. Where required, ask for written acceptance (Method Statement section 12) and deal with every comment before mobilising.
Every pack carries a revision letter and issue date (e.g. Rev A, 01/10/2026). If anything changes, update the revision log in section 12, re-approve and re-issue. Keep old versions, marked "SUPERSEDED".
	Office; Manager approves changes
	RAMS log; sent email; acceptance; revision log; superseded copies



	9
	Hand over and brief on site
Give the Team Leader the final pack with the Job Sheet. On the day, the Team Leader checks the method against the site, completes the SSRA, briefs everyone (including subcontractors and visitors) and gets the signatures: SSRA section 8 and Method Statement section 12.
If the site is not as planned, stop: a Manager agrees the change, the revision is recorded and the crew is re-briefed.
	Office; Team Leader
	Signed SSRA and briefing log back in the job file




  3     When to stop, and an example
              Section 3 of 5  ·  About 2 minutes to read  ·  Office, Manager, Team Leader
	Stop – do not continue if…
1. RAMS are required and the pack is not approved, issued, or accepted where acceptance is needed;
1. a generic or old pack is being reused without a project-specific review;
1. any insurance, certificate, LOLER examination or accreditation in the pack has expired;
1. the client or principal contractor has made comments that are not yet resolved;
1. there is climbing or aerial work and no named aerial rescuer (no aerial rescuer, no climb);
1. overhead power lines are within 10 m, or 2 tree lengths for felling, and the network operator has not been consulted (ARB-POL-01 section 10.2);
1. a TPO consent, conservation area notice, felling licence or wildlife check is missing;
1. it is construction work and the construction phase plan or site induction is not in place (CDM 2015).
If any of these apply, stop and speak to [Manager name]. Do not schedule the job (ARB-ACP-08).



	What this means for you
A principal contractor asks for RAMS to clear six sycamores on a housing site, due 3 working days before start. The survey shows an 11 kV line along the boundary and a public footpath. You select the felling, rigging, chipping and traffic GRAs, and the Manager writes the sequence: sections lowered away from the line, footpath closed with a marked diversion, and the network operator’s agreed method attached. You add insurance, the training matrix and the chipper’s service record. The Director spots the old pack’s logo and another client’s site photo in the appendix and removes them before approving Rev A. The PC comments on the welfare section; you update to Rev B, mark Rev A "SUPERSEDED" and re-issue. On the day, the Team Leader completes the SSRA and briefs the crew.



  4     Templates
              Section 4 of 5  ·  Copy, paste and fill in  ·  Office
	Issue email
Subject: RAMS – [site address] – [job reference] – Rev [A]
Dear [name], please find attached our RAMS pack for [description of works] at [site], starting [date]. The pack index is on page 1. Please confirm acceptance, or send any comments, by [date], so we can deal with them before we start. Kind regards, [name, role]



	✓
	RAMS pack index – tick what is included
	Notes

	☐
	Pack index and cover: job reference, site, client, revision and issue date
	

	☐
	Method Statement (ARB-SITE-005), approved
	Rev:

	☐
	Generic risk assessments that apply (list)
	

	☐
	Pre-start SSRA (only if the client asked; completed on the day)
	

	☐
	COSHH assessments
	

	☐
	Insurance certificates (in date)
	Expiry:

	☐
	Training matrix or certificates; plant inspection and LOLER records
	

	☐
	Permissions: TPO / CA, felling licence, highway permit, network operator agreement
	

	☐
	Wildlife check, rigging plan, traffic plan, tree protection plan, biosecurity plan (as needed)
	

	☐
	Accreditation certificates (e.g. CHAS, Constructionline, ARB Approved Contractor)
	




  5     Records and evidence
              Section 5 of 5  ·  About 1 minute to read  ·  Office, Manager
	What to keep
	Where
	How long
	Why

	Final RAMS pack as issued, and every superseded revision
	Job file → RAMS folder
	[6 years] after the job
	Shows what we told the client and what the crew followed.

	Issue email or portal receipt, and client acceptance
	Job file → RAMS folder
	[6 years] after the job
	Proves the pack was issued on time and accepted.

	Signed SSRA and Method Statement briefing log
	Job file
	[6 years] after the job
	Proves everyone on site was briefed (auditors ask).

	RAMS log: job, revision, date issued, approved by, accepted
	Office
	Live, plus [6 years]
	Quick evidence for audits and tenders (ARB-ACP-05).



	Guidance for the business owner – remove before issue
How to use this procedure. Add your GRA library reference, the issue deadline and names in [red], and delete this box before issue. Keep this procedure in step with ARB-SITE-004 and ARB-SITE-005: if you change a form, check the section numbers here.
The law (checked 27/09/2026). Management of Health and Safety at Work Regulations 1999, reg 3: a suitable and sufficient risk assessment, with significant findings recorded if you have 5 or more employees. Health and Safety at Work etc. Act 1974, s2: a safe system of work. Work at Height Regulations 2005, reg 4: work at height properly planned, including rescue. LOLER 1998, reg 8: lifting operations (rigging) planned by a competent person. CDM 2015 applies where the work is construction work, e.g. site clearance for a building project: see Method Statement section 1. HSE says method statements set out how a job will be done safely with all the control measures, and are recommended for higher-risk work ("Administration", HSE construction pages). "RAMS" is not a legal term; clients and principal contractors ask for it by contract.
Our rules, not the law. The 48-hour issue time comes from the original procedure and common contract terms. "No aerial rescuer, no climb", the 10 m and 2 tree lengths power line rules and the on-the-day SSRA are company rules in ARB-POL-01 based on HSE and industry guidance.
Changes from the original. All steps, controls and triggers are kept. Step 3 of the original ("create the SSRA in the office") now matches ARB-POL-01 and ARB-SITE-004: the office writes the site-specific hazards into the Method Statement and, if asked, a pre-start SSRA; the Team Leader completes the SSRA on the day. The GRA library is now your own library [ref].
Arborella provides this template as documentation support. It is not technical arboricultural or health and safety advice, and it does not replace your competent person’s judgement on the method.



Related documents
	Reference
	Document

	ARB-SITE-005
	Method Statement (RAMS)

	ARB-SITE-004
	Site Specific Risk Assessment and Crew Briefing

	ARB-SITE-001
	Tree Survey and Quotation Form

	ARB-POL-01
	Health and Safety Policy (5.1, 7, 10.2, 11.1)

	ARB-ACP-08
	Quote to Invoice

	[ref]
	Generic Risk Assessments and COSHH assessments



Document control
	Document
	RAMS Preparation Pack (ARB-ACP-07)

	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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