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TREE WORK QUALITY ASSESSMENT TOOLKIT
Getting your paperwork ready for an industry assessment of your tree work, office and safety systems, which documents in your library may help, and what paperwork can't do for you.
	Reference
	Version
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	Review date

	ARB-ACR-03
	1.0
	15/10/2026
	15/04/2027



	Please read this first
This toolkit helps you get organised and understand what assessors commonly ask to see. It is based on publicly available scheme information, checked on 15/10/2026.
It is not any scheme's question set, and it can't guarantee any outcome. Schemes change their questions and evidence rules regularly, and the decision is always theirs. Before you submit, check the current requirements in your scheme account or with the scheme directly.
Trade marks. Scheme names are mentioned only to explain what this toolkit can help with. CHAS, SafeContractor, Constructionline, ARB Approved Contractor and SSIP are trade marks or names of their respective owners. Arborella is not affiliated with, endorsed by or approved by any of these schemes.
Arborella provides documentation and admin support, not health and safety or legal advice.



	At a glance

	What it helps with
	Industry accreditation for tree work businesses that looks at your office systems, safety arrangements, quality of work and the knowledge of your named Manager.

	Schemes it can help you prepare for
	Tree work accreditation schemes, such as the Arboricultural Association's ARB Approved Contractor scheme.

	Who can apply (ARB Approved Contractor)
	Businesses rather than individuals, with at least 2 people. The Association usually expects 2 years' trading, and at least one named Manager with 5 years' contracting experience.

	How you're assessed
	Documents sent in advance, then an assessor visits your live site, completed jobs and yard. Some evidence is checked remotely.

	How often
	A two-year cycle: an on-site reassessment, then a desktop audit the following year.

	Bonus
	The Association says a successful annual assessment includes SSIP, which other schemes may accept.



  1     What paperwork can and can't do
              Section 1 of 5  ·  About 2 minutes to read  ·  Director, office
The ARB Approved Contractor Standards have four modules. This toolkit can help with the documents. Two modules depend on how you work and what you know, and no template can cover those.
	Module
	What it looks at

	1. Worksite safety
	A live site is inspected: your site risk assessment, method statement, rescue plan, rigging, signs and guarding, equipment and how the crew works. Documents help, but the assessor watches the work.

	2. Work quality and knowledge
	Completed jobs are checked against BS 3998, and the named Manager is interviewed on tree biology, pests and diseases, tree protection law and wildlife. This is about skill and knowledge, not paperwork.

	3. Customer care and office
	Enquiries, quotations, invoices, terms and conditions, complaints, insurance, waste paperwork and driver checks. Your library can help a lot here.

	4. Health, safety and environment
	Policies, risk assessments, equipment inspections and LOLER, COSHH, incident records, training, health surveillance and a workplace inspection of your yard. Your library can help a lot here too.



  2     Step by step
              Section 2 of 5  ·  Allow several weeks to prepare  ·  Director, office
Work through these in order. Most delays come from missing or out-of-date documents, so steps 2 to 4 matter most.
	#
	What to do
	Who
	Record it

	1
	Check you're eligible
Read the scheme's current Standards and Handbook, and check your business meets the eligibility rules (At a glance).
	Director
	Note the decision and why



	2
	Check your company details match everywhere
The company name on your policies, insurance certificates, waste carrier registration and accounts must match your application exactly.
e.g. "Oak & Ash Tree Care Ltd" everywhere, not "Oak and Ash Tree Surgery" on some documents.
	Office
	—



	3
	Gather and update your documents
Use Section 3 and the Accreditation Evidence Tracker (ARB-ACR-04). Fill in every red placeholder, make each document describe how you really work, and have a director sign and date each policy.
	Office; Director signs
	Evidence Tracker



	4
	Collect real examples
Pull together completed records from the last 12 months: site-specific risk assessments, method statements, COSHH assessments, training certificates, toolbox talk sheets and inspection records.
	Office; Team Leaders
	Evidence Tracker



	5
	Register and submit
Register with the scheme, answer the questions honestly and upload your documents. Use ARB-ACP-05 PQQ and Accreditation Submission to keep it organised.
	Office
	Copy of everything submitted



	6
	Answer the assessor's questions quickly
If the assessor asks for more information, reply as quickly as you can. Slow replies are one of the main causes of delay.
	Office; Director
	Correspondence saved



	7
	After the result
Save the certificate and add the next assessment date to your key dates calendar.
Tell the scheme about material changes, such as a new Manager, owner or premises, within the time it sets (currently 28 days for ARB Approved Contractor).
	Office
	Certificate saved; Diary key dates updated



  3     What assessors commonly ask to see
              Section 3 of 5  ·  Use with the Accreditation Evidence Tracker  ·  Office
The rows below cover the document-based parts of Modules 1, 3 and 4. For Module 2, the assessor will want to see completed jobs from about the last 6 months, each with its quotation, so start keeping good photos and records now.
Everything an assessor sees on site should match your paperwork: the rescue plan on the job sheet, the equipment in the inspection records, the people on the training matrix.
	Area
	Commonly asked for
	Documents in your library that may help
	Tips

	Health and safety policy and organisation
	A health and safety policy signed and dated by a director, saying who is responsible for what. Firms with fewer than 5 employees don't legally need a written policy, but schemes may still ask for a statement.
	• ARB-POL-01 Health and Safety Policy
• ARB-HR-017 and ARB-HR-019 Job Descriptions (Core Duties, Team Leader)
	Sign and date it again at least every 12 months.

	Competent health and safety advice
	Who gives you health and safety advice: someone in the business with suitable training, or an outside adviser.
	• ARB-POL-01 Health and Safety Policy (the organisation section)
	Keep the adviser's name, qualification and contract or letter of appointment.

	Risk assessments and safe systems of work
	Generic risk assessments for your main activities, plus examples of site-specific risk assessments and method statements from real jobs in the last 12 months.
	• ARB-HLP-06 Risk Assessment Procedure
• GRA-01 to GRA-29 Generic Risk Assessments
• ARB-SITE-004 Site Specific Risk Assessment and Crew Briefing
• ARB-SITE-005 Method Statement
• ARB-ACP-07 RAMS Preparation Pack
• GRA-00 Risk Assessment Register
	Use real, completed examples. Blank templates on their own usually aren't enough.

	Hazardous substances (COSHH)
	COSHH assessments for the substances you use, such as fuels, chain oil, hydraulic oil and herbicides, and the safety data sheets behind them.
	• ARB-HLP-08 COSHH Procedure
• COSHH substance assessments
• BIO-01 to BIO-28 biological hazard sheets
	Check each assessment matches the product you actually buy.

	Training, qualifications and competence
	A training matrix showing who holds which tickets and when they expire, inductions, and evidence that people are competent for the work they do.
	• ARB-HR-022 Training and Competence Matrix
• ARB-HLP-05 Competence Management Procedure
• ARB-HR-006 Employee Induction Checklist
• ARB-HR-009 Technical Site Safety Induction Checklist
• ARB-HR-014 CPD Record
	Keep copies of certificates (e.g. chainsaw, climbing and aerial rescue, first aid).

	Talking to your workforce
	How you consult staff on health and safety. Larger firms are usually asked for records such as meeting notes or signed toolbox talks.
	• ARB-HR-023 Toolbox Talk Record and Signing Sheet
• ARB-POL-01 Health and Safety Policy
	Signed toolbox talk sheets are simple, dated evidence.

	Monitoring, audit and review
	How you check that your arrangements are being followed, such as site checks, office audits and an annual review.
	• ARB-HLP-12 Internal Audit Procedure
• ARB-AUD-01 Office and Management Audit
• ARB-AUD-02 Site Audit – Live Sites
• ARB-AUD-03 Site Audit – Completed Sites
• ARB-AUD-04 Yard and Depot Audit
	Completed audit forms with actions closed off carry more weight than the procedure alone.

	Accidents, incidents and enforcement
	Your accident and near-miss records, RIDDOR reports, how you investigate, and any HSE enforcement action. Schemes typically ask about the last 3 to 5 years.
	• ARB-INC-01 Incident, Accident and Near Miss Register
• ARB-INC-02 Incident and Near Miss Report
• ARB-INC-03 Investigation Form
• ARB-PRO-03 Immediate Accident Response Process
• ARB-PRO-04 RIDDOR Reporting Procedure
• ARB-PRO-05 Serious Accident Investigation Procedure
• ARB-HLP-11 Incident Management Procedure
	Answer honestly. Assessors can check HSE's public enforcement register.

	Subcontractors
	How you choose, check and monitor subcontractors, including their insurance, competence and paperwork.
	• ARB-POL-19 Subcontractor Selection and Monitoring Policy
• ARB-HLP-07 Supplier and Subcontractor Evaluation Procedure
• ARB-HR-007 Subcontractor Agreement
• ARB-HR-008 Subcontractor Onboarding Checklist
• ARB-SUP-01 Supplier Code of Conduct
• ARB-SUP-03 Approved Supplier List
	If you never use subcontractors, say so clearly.

	Emergencies, welfare and working with others
	Emergency and rescue arrangements, first aid, welfare facilities on site, and how you co-operate with clients and other contractors.
	• ARB-PRO-02 Emergency Procedures and Contacts
• ARB-SITE-009 Climbing and Aerial Rescue Plan
• ARB-SITE-010 MEWP Rescue Plan
• GRA-06 First Aid
• ARB-EQ-014 and ARB-EQ-015 First Aid Kit checks
• ARB-POL-31 Infection Prevention and Hygiene Policy
	Tree work needs a ground person able to carry out an aerial rescue without delay.

	Work equipment and lifting equipment (LOLER)
	Inspection and maintenance records, defect reporting, and thorough examination reports for climbing, rigging and lifting equipment.
	• ARB-HLP-17 Work Equipment Inspection and Use Procedure
• ARB-EQ-000 Defect Report and Log
• ARB-EQ-001 to ARB-EQ-011 and ARB-EQ-016 inspection checks
• ARB-EQ-007 Rigging Equipment Inspection
• ARB-EQ-010 Weekly Climbing Kit and PPE Inspection
• ARB-EQ-013 Do Not Use Tags
	Kit that lifts people, and lifting accessories, need a thorough examination at least every 6 months.

	Noise, vibration and health surveillance
	Noise and vibration assessments, exposure records, and health surveillance where your risk assessments say it's needed.
	• GRA-15 Noise Exposure
• GRA-21 Vibration
• ARB-EQ-012 Register of Equipment (Noise and Vibration)
• ARB-HR-011 HAVS Health Surveillance Questionnaire
• ARB-HR-012 Hearing Noise Health Surveillance Questionnaire
• ARB-POL-23 Occupational Health and Health Surveillance Policy
	

	PPE, drugs and alcohol
	How PPE is chosen, issued and replaced, and your drug and alcohol policy.
	• ARB-HLP-02 PPE Issue, Replacement and Inspection Procedure
• ARB-POL-16 Drug and Alcohol Policy
	Keep signed PPE issue records.

	Vehicles and driving
	Driver licence checks, vehicle checks and your driving rules.
	• ARB-POL-30 Vehicle and Driving Policy
• ARB-ACP-03 Driver Licence Checks (DVLA)
• ARB-HR-013 Driver Authorisation Form
• ARB-EQ-009 Daily Vehicle Walk-round Check
	

	Environment, waste and wildlife
	An environmental policy or statement, how you manage waste (including your waste carrier registration in your full company name), and your arrangements for wildlife, biosecurity and protected trees.
	• ARB-POL-36 Environmental and Sustainability Policy
• ARB-ENV-01 Environmental Aspects and Impacts Register
• ARB-HLP-04 Aspects and Impacts Procedure
• GRA-28 Environmental Protection and Biodiversity
• ARB-POL-13 Biosecurity Policy
• ARB-POL-34 Wildlife and Ecology Policy
• ARB-POL-29 Tree Protection Policy
• ARB-SITE-006 Wildlife and Protected Species Check
• ARB-SITE-007 Site Biosecurity Plan
	Keep waste transfer notes for 2 years.

	Quality and customer care
	A quality policy or statement, how you handle complaints, and how you put things right when work isn't up to standard.
	• ARB-POL-24 Quality Policy
• ARB-POL-15 Customer Care and Complaints Policy
• ARB-HLP-09 Documents, Data and Records Procedure
	

	Enquiries, quotations and invoices
	An enquiry log, appointments, quotations using correct terminology (with arisings disposal, the British Standard and tree protection checks), proof of acceptance, a work programme and compliant invoices.
	• ARB-SITE-001 Tree Survey and Quotation Form
• ARB-ACP-08 Quote to Invoice
• ARB-ACP-10 Quote Follow-Up
• ARB-ACP-01 and ARB-ACP-02 TPO and Conservation Area procedures
• ARB-CON-01 Terms and Conditions of Service
	

	Named Manager
	A CV showing relevant experience and qualifications, and continuing professional development (the Standards mention at least 10 hours a year).
	• ARB-HR-014 CPD Record
• ARB-HR-022 Training and Competence Matrix
	

	Yard and premises
	Office, workshop, HSE poster, fuel and oil storage, spill kit, eyewash, fire point, welfare and storage of timber and woodchip.
	• ARB-AUD-04 Yard and Depot Audit
• GRA-16 Office and Yard Operations
	Walk your own yard with the audit form before the assessor does.



  4     Avoiding delays
              Section 4 of 5  ·  About 2 minutes to read  ·  Office
	Common hold-up
	What to do

	Company name doesn't match
	Use the exact registered name on every document and certificate.

	Policies not signed or dated
	Have a director sign and date each policy, and review it at least every 12 months.

	Out-of-date documents
	Upload current versions only. Some schemes reject documents older than 12 months.

	Blank templates instead of real records
	Send completed examples from real jobs, with personal details removed where appropriate.

	Generic RAMS sent as site-specific
	Send genuine site-specific risk assessments and method statements from recent jobs.

	Site doesn't match the paperwork
	Check the job sheet, rescue plan and equipment records for the assessment site match what the crew is doing on the day.

	Manager unprepared for the interview
	This is about knowledge, not documents. Allow time for revision and CPD well before the assessment.



	Stop and get advice before you submit if…
1. you've had an HSE visit, enforcement notice or RIDDOR-reportable accident that you're unsure how to declare;
1. you can't evidence something the questions ask for. Never answer "yes" to something you can't show;
1. a document describes how you'd like to work rather than how you actually work;
1. you're not sure which work categories or level to choose;
1. your company name differs between Companies House, your insurance and your policies.
1. the work on the assessment day doesn't include what the Standards ask for, such as rigging or aerial work;
Speak to a director, your health and safety adviser, or the scheme's helpline before going further.



	What this means for you
Your business applies for an arboricultural accreditation scheme for the first time. The office uses the Evidence Tracker to pull together the Module 3 and 4 documents: quotes that mention arisings and BS 3998, the TPO checks, LOLER reports, COSHH assessments and signed toolbox talks. The Manager spends the evenings before the assessment revising tree biology and the law on protected trees, because no document can do that part. On the day, the rescue plan on the job sheet matches the crew and kit on site.



  5     Keeping it
              Section 5 of 5  ·  About 1 minute to read  ·  Office, Director
1. Add the next assessment date to your key dates calendar.
1. Keep records from every job to BS 3998, with photos and the quotation, so there's always a good selection for the assessor.
1. Keep the Manager's CPD record up to date through the year.

	Points to confirm with the schemes
Fees: the latest ARB Approved Contractor fee schedule we found was for 2025. Check current fees and your size band.
Size bands and TrustMark: the Association's own pages give different figures in places. Check with the Association.
Insurance levels: the Handbook gives minimum insurance levels. Check they still apply.
Current Standards: we used the Standards dated February 2024 and the Handbook dated May 2023. Check for newer editions.
Arborella can also carry out a separate readiness review if you'd like a second pair of eyes on your paperwork.
Arborella provides this toolkit as documentation support. It is not legal or health and safety advice, it is not affiliated with or endorsed by any accreditation scheme, and it does not replace a scheme's own guidance or the decision of its assessors.



Related documents
	Reference
	Document

	ARB-ACP-05
	PQQ and Accreditation Submission

	ARB-ACR-04
	Accreditation Evidence Tracker

	ARB-HLP-09
	Documents, Data and Records Procedure

	ARB-HR-022
	Training and Competence Matrix

	ARB-AUD-01 to 04
	Office, site and yard audits

	ARB-ACR-01
	Health and Safety Pre-Qualification Toolkit



Sources checked on 15/10/2026
	Source
	Link

	Arboricultural Association – Approved Contractor Standards (Feb 2024)
	https://trees.org.uk/Trees.org.uk/media/Trees-org.uk/Documents/ArbAC/Standards/ArbAC%e2%80%93Standards%e2%80%93Feb24-Interactive.pdf

	Arboricultural Association – Approved Contractor Handbook (May 2023)
	https://www.trees.org.uk/Trees.org.uk/media/Trees-org.uk/Documents/ArbAC/Handbook/ArbAC%e2%80%93Handbook%e2%80%93May23%e2%80%93web.pdf

	Arboricultural Association – Become an ARB Approved Contractor
	https://trees.org.uk/Accreditation/Become-an-ARB-Approved-Contractor
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