[Insert Company Logo Here]	Office and Management Audit  |  [COMPANY NAME]
[COMPANY NAME]  –  AUDIT
OFFICE AND MANAGEMENT AUDIT
Checks that your whole document system is in place, in date and working – ready for clients, insurers and assessors.
	At a glance

	What it is for
	Finding gaps before anyone else does, and proving you audit your own system.
	Who fills it in
	A Director, Manager or competent person – ideally not the record keeper.

	When
	At least every [12 months], and [6–8 weeks] before an assessment or renewal.
	Time needed
	About 2 to 3 hours, with the office files open.

	You will need
	Policy file, certificates, training matrix, equipment register, logs, last audit.
	Where it goes
	Audit file and management review. Keep for [6 years].

	Form reference
	ARB-AUD-01  ·  Version 2.0  ·  Issued [DD/MM/YYYY]
	Audit reference
	[AUD-YYYY-NN]



	Where this fits
	Plan the audit  →
	Audit (AUD-01 to AUD-04)  →
	Log findings (NC log)  →
	Close actions  →
	Management review


This is the office part of the audit programme. Findings go to the NC log (ARB-POL-24 App. B) and the Section 13 tracker.
How to fill this in
	1
	Fill in Section 1. Pick a sample of real records before you start – for example [5] recent jobs, [3] staff files and [2] subcontractor files.

	2
	Work through Sections 2 to 11. For each line, look at the actual record. Tick C, NC or N/A, and write what you saw (for example "Policy signed 14/03/2026 by MD").

	3
	Anything NC gets an action in Section 13. A ★ critical item that is NC means the audit is Red – tell a Director the same day.

	4
	Add up the scores in Section 12, agree the actions with the responsible person, and both sign.

	5
	Follow up every action by its due date. Take the results to the annual management review.



  1     Audit details
              Section 1 of 13  ·  About 5 minutes  ·  Auditor
	Date of audit
	
	Auditor name and role
	

	Office location
	
	Period covered
	e.g. 01/10/2025 to 30/09/2026



	Manager / responsible person
	
	Date of last audit
	

	Audit type
	☐ Routine   ☐ Follow-up   ☐ After an incident or change

	Preparing for
	☐ Constructionline Gold   ☐ CHAS   ☐ SafeContractor   ☐ ARB Approved Contractor   ☐ Client audit   ☐ Tender

	Sample checked
	e.g. job refs J-1041, J-1052, J-1060, J-1077, J-1083; staff files AB, CD, EF; subcontractors Smith Arb, Green Stumps

	Open actions from last audit
	e.g. 2 open (A3 and A5) – check them in Section 13



Independence. Try not to audit your own work. In a small firm, a Director can audit the office and a Manager the site work, or you can use an outside auditor.

  2     Policies and the management system
              Section 2 of 13  ·  About 25 minutes  ·  Auditor with the Director
	Check  (★ = critical)
	C
	NC
	N/A
	Evidence seen / finding / action ref

	Health and safety policy (ARB-POL-01)

	★ H&S policy Statement of Intent signed and dated by the most senior person, within the last 12 months
Look at the date on the signed page, not the file date. Legal duty if you employ 5 or more people.
	☐
	☐
	☐
	



	★ Organisation section names the people in each role, including the competent person
Part 2 of ARB-POL-01. Names match the people who actually do the job now.
	☐
	☐
	☐
	

	Statement of Intent on the noticeboard, and staff know where the full policy is
Ask one or two staff where to find it.
	☐
	☐
	☐
	

	HSE law poster displayed, or the leaflet given to each worker
	☐
	☐
	☐
	

	Other policies and documents

	Every policy in the register below reviewed in the last 12 months, signed and at the current version
Complete the policy table under this section.
	☐
	☐
	☐
	

	Document control in place: a document register, version numbers and review dates on every controlled document
Pick 3 documents in the vans or on the shared drive. Are they the current version?
	☐
	☐
	☐
	

	Generic risk assessments, method statements and COSHH assessments reviewed and controlled
Look for a review date in the last 12 months, or after a change of method or kit.
	☐
	☐
	☐
	

	Legal and guidance register checked in the last 12 months (ARB-POL-01 Appendix B)
Look for the date of the last check and any changes made.
	☐
	☐
	☐
	

	Fire risk assessment for the office, workshop and yard is written down and in date
All fire risk assessments must be recorded in full in England and Wales (Building Safety Act 2022 s156).
	☐
	☐
	☐
	

	First-aid needs assessment done (including mental health and life-threatening bleeding)
ARB-POL-01 12.2, HSE L74.
	☐
	☐
	☐
	

	Leadership, objectives and review

	Annual management review held and minuted, with actions followed up (ARB-POL-01 App. A; ARB-POL-24 App. D)
	☐
	☐
	☐
	

	H&S and quality objectives set, measured and reported (ARB-POL-24 Section 9)
e.g. complaints per 100 jobs, near misses reported, overdue actions.
	☐
	☐
	☐
	

	Consultation with workers recorded: toolbox talks, safety meetings, sign-in sheets
Look at the last 3 months.
	☐
	☐
	☐
	



Policy register check. Write the last review date, and tick. Add any other policies you hold.
	Ref
	Policy
	Last reviewed
	Signed
	In date
	N/A

	ARB-POL-01
	Health and Safety Policy
	
	☐
	☐
	☐

	ARB-POL-02
	Risk Management Policy
	
	☐
	☐
	☐

	ARB-POL-04
	Data Protection Policy
	
	☐
	☐
	☐

	ARB-POL-05
	Privacy Notice – Customers and Website
	
	☐
	☐
	☐

	ARB-POL-06
	Fraud Prevention & Financial Integrity Policy
	
	☐
	☐
	☐

	ARB-POL-10
	Mental Health, Wellbeing & Fatigue Policy
	
	☐
	☐
	☐

	ARB-POL-11
	AI in the Workplace Policy
	
	☐
	☐
	☐

	ARB-POL-13
	Biosecurity Policy
	
	☐
	☐
	☐

	ARB-POL-14
	Business Continuity Policy and Plan
	
	☐
	☐
	☐

	ARB-POL-15
	Customer Care and Complaints Policy
	
	☐
	☐
	☐

	ARB-POL-17
	Emergency Call-Out Policy
	
	☐
	☐
	☐

	ARB-POL-19
	Subcontractor Selection and Monitoring Policy
	
	☐
	☐
	☐

	ARB-POL-22
	Lone Working Policy
	
	☐
	☐
	☐

	ARB-POL-24
	Quality Policy
	
	☐
	☐
	☐

	ARB-POL-29
	Tree Protection Policy
	
	☐
	☐
	☐

	ARB-POL-30
	Vehicle and Driving Policy
	
	☐
	☐
	☐

	ARB-POL-33
	IT, Communications and Monitoring Policy
	
	☐
	☐
	☐

	[ref]
	[Environmental, equality, modern slavery, anti-bribery and other policies]
	
	☐
	☐
	☐




  3     Insurance, registrations and licences
              Section 3 of 13  ·  About 15 minutes  ·  Auditor
	Check  (★ = critical)
	C
	NC
	N/A
	Evidence seen / finding / action ref

	Insurance

	★ Employers’ liability insurance in date, at least £5 million, and the certificate displayed or easy for staff to reach electronically
Legal duty if you employ anyone (unless exempt). Keep old certificates too – it is strongly advised.
	☐
	☐
	☐
	



	★ Public liability insurance in date, at a level that meets your contracts
e.g. [£5m / £10m]. Check it covers tree work, the height you work at and any exclusions.
	☐
	☐
	☐
	

	Vehicle insurance covers business use, all named or authorised drivers, and trailers
Match against ARB-HR-013 driver authorisations.
	☐
	☐
	☐
	

	Other cover in date where needed: professional indemnity (surveys, reports), plant and tools, contract works
	☐
	☐
	☐
	

	Registrations and licences

	★ Waste carrier registration valid, at the right tier, and matches the vehicles and work
Search the public register on GOV.UK. Upper tier renews every 3 years. Upper tier is needed for construction or demolition waste, or other people’s waste.
	☐
	☐
	☐
	

	★ Waste transfer notes (or a season ticket and schedule) kept for every load, for at least 2 years
Sample 3 tipping loads from the job files.
	☐
	☐
	☐
	

	★ Operator’s licence held, if any goods vehicle, or vehicle and trailer combination, is over 3,500 kg gross plated weight (unless exempt)
Tick N/A only if you have checked every vehicle and combination.
	☐
	☐
	☐
	

	Pesticide certificates held by anyone applying herbicide, for example stump treatment
Plant Protection Products (Sustainable Use) Regulations 2012.
	☐
	☐
	☐
	

	CIS registration in place, and subcontractors verified with HMRC, where work counts as construction
e.g. site clearance for a housing development.
	☐
	☐
	☐
	

	Company filings up to date: Companies House confirmation statement and accounts, VAT returns
Constructionline and many tenders check financial standing.
	☐
	☐
	☐
	




  4     Training, competence and people
              Section 4 of 13  ·  About 20 minutes  ·  Auditor
	Check  (★ = critical)
	C
	NC
	N/A
	Evidence seen / finding / action ref

	★ Training and competence matrix up to date for everyone, including subcontractors on regular work
Compare with the people who worked on the sampled jobs.
	☐
	☐
	☐
	



	Certificates on file for each task done (for example City & Guilds NPTC or Lantra chainsaw, climbing, aerial rescue, chipper, stump grinder, MEWP)
Check the sample staff files. Copies, not just a note that they exist.
	☐
	☐
	☐
	

	★ Aerial rescue: every climbing team has a trained rescuer, and rescue practice is recorded
ARB-POL-01 Section 7; ARB-SITE-009 / 010 practice records.
	☐
	☐
	☐
	

	First aid (EFAW+F or your company rule) in date for everyone on site
Look at expiry dates. Renewal is every 3 years.
	☐
	☐
	☐
	

	Refresher training identified and booked before certificates expire
e.g. an expiry list for the next 6 months.
	☐
	☐
	☐
	

	Company and technical inductions recorded and signed (ARB-HR-006, ARB-HR-009)
	☐
	☐
	☐
	

	Driver licence checks and driver authorisations in date (ARB-HR-013, ARB-POL-30)
Check intervals match the risk-based schedule (ARB-ACP-03).
	☐
	☐
	☐
	

	Right to work checks done before work started, with copies kept (ARB-HR-004)
	☐
	☐
	☐
	

	Young person’s risk assessment for anyone under 18
Tick N/A if nobody under 18 works for you.
	☐
	☐
	☐
	

	Development meetings and CPD records up to date (ARB-HR-014, ARB-HR-021)
	☐
	☐
	☐
	




  5     Equipment, LOLER and vehicles
              Section 5 of 13  ·  About 20 minutes  ·  Auditor
	Check  (★ = critical)
	C
	NC
	N/A
	Evidence seen / finding / action ref

	Register of Equipment (ARB-EQ-012) complete, with every saw, chipper, grinder, climbing and rigging item listed
Pick 3 items in the yard and find them on the register.
	☐
	☐
	☐
	



	★ LOLER thorough examinations in date: every 6 months for climbing kit and lifting accessories (ropes, slings, blocks); every 12 months for other lifting equipment
Or as your written examination scheme says.
	☐
	☐
	☐
	

	LOLER reports kept until the next report, or for 2 years, whichever is later
	☐
	☐
	☐
	

	Weekly and pre-use inspection sheets completed (ARB-EQ-001 to 011)
Sample one month for 3 items.
	☐
	☐
	☐
	

	Defects reported, kit tagged out and repairs signed off (ARB-EQ-000, ARB-EQ-013)
	☐
	☐
	☐
	

	Servicing done to the maker’s schedule; portable electrical equipment tested where needed
	☐
	☐
	☐
	

	First aid kits checked and restocked (ARB-EQ-014, ARB-EQ-015)
	☐
	☐
	☐
	

	Vehicles: MOT, tax and service in date; daily walk-round checks done (ARB-EQ-009)
	☐
	☐
	☐
	

	Noise and vibration exposure assessed, and health surveillance done where needed (ARB-HR-011, ARB-HR-012)
Only check that it was done and when. Health records are confidential – do not open them.
	☐
	☐
	☐
	

	PPE issue records signed
	☐
	☐
	☐
	



  6     Accidents, incidents and near misses
              Section 6 of 13  ·  About 15 minutes  ·  Auditor
	Check  (★ = critical)
	C
	NC
	N/A
	Evidence seen / finding / action ref

	Accident, near miss and ill-health reporting procedure in place and known by staff
Ask a crew member how they would report a near miss.
	☐
	☐
	☐
	



	Accident book in use, and entries kept securely
Keep for at least 3 years from the last entry.
	☐
	☐
	☐
	

	Incidents investigated in proportion to the risk, with root causes recorded
Look at the last 2 incidents.
	☐
	☐
	☐
	

	Corrective actions identified, given an owner and a date, and tracked to close
	☐
	☐
	☐
	

	★ RIDDOR reports made to HSE within the time limits where needed, and records kept for at least 3 years
Includes over-7-day injuries, specified injuries and reportable diseases such as HAVS. Record over-3-day injuries too.
	☐
	☐
	☐
	

	Accident and near miss trends reviewed (for example quarterly) and shared at toolbox talks
	☐
	☐
	☐
	




  7     Subcontractors
              Section 7 of 13  ·  About 15 minutes  ·  Auditor
	Check  (★ = critical)
	C
	NC
	N/A
	Evidence seen / finding / action ref

	Approved subcontractor list in place and up to date (ARB-POL-19)
	☐
	☐
	☐
	



	★ Each file holds in-date insurance, competence certificates and signed agreement (ARB-HR-007, ARB-HR-008)
Check the sample files.
	☐
	☐
	☐
	

	Right to work checked before they started, where the law requires it
From 1 October 2026 the illegal working rules extend to many subcontractors and workers.
	☐
	☐
	☐
	

	CIS status verified with HMRC where the work counts as construction
	☐
	☐
	☐
	

	Subcontractor RAMS received, reviewed and on the job file
	☐
	☐
	☐
	

	Performance reviewed after jobs, with any problems logged
e.g. site audit scores, complaints, near misses.
	☐
	☐
	☐
	



  8     Customers, complaints and quality
              Section 8 of 13  ·  About 15 minutes  ·  Auditor
	Check  (★ = critical)
	C
	NC
	N/A
	Evidence seen / finding / action ref

	★ Complaints log kept, with each complaint acknowledged and closed within your target (ARB-POL-15)
e.g. acknowledged in [2] working days, resolved in [10].
	☐
	☐
	☐
	



	Non-conformance and corrective action log kept, with root causes and checked fixes (ARB-POL-24 App. B)
	☐
	☐
	☐
	

	Customer feedback asked for and reviewed; compliments recorded and shared
	☐
	☐
	☐
	

	Quotes describe the work in measurable terms and to BS 3998 where relevant (ARB-SITE-001)
Look at 2 recent quotes.
	☐
	☐
	☐
	

	Cancellation rights given to home customers where the contract is agreed off-premises or at a distance (ARB-POL-15)
	☐
	☐
	☐
	

	★ TPO and conservation area status checked and recorded before work, with consents on file (ARB-ACP-01, ARB-POL-29)
Check every sampled job.
	☐
	☐
	☐
	

	Site audits of live and completed jobs done as planned (ARB-AUD-02, ARB-AUD-03)
e.g. [1 live and 1 completed site each month].
	☐
	☐
	☐
	




  9     Data protection, IT and records
              Section 9 of 13  ·  About 15 minutes  ·  Auditor
	Check  (★ = critical)
	C
	NC
	N/A
	Evidence seen / finding / action ref

	★ ICO data protection fee paid and the registration in date (unless exempt)
Search the ICO register of fee payers. Renew every year.
	☐
	☐
	☐
	



	Data Protection Policy and Privacy Notice current and published (ARB-POL-04, ARB-POL-05)
Check the website privacy notice matches the current version.
	☐
	☐
	☐
	

	Record of what personal data you hold, why, where and for how long (data map and retention schedule)
	☐
	☐
	☐
	

	Appropriate policy document in place for criminal offence data (DVLA checks) and special category data (health surveillance)
Required by DPA 2018 Schedule 1 for these conditions.
	☐
	☐
	☐
	

	★ Data protection complaints process in place, with complaints acknowledged within 30 days
Required from 19 June 2026 (Data (Use and Access) Act 2025).
	☐
	☐
	☐
	

	Data breach log kept; staff know to report a breach straight away
Reportable breaches go to the ICO within 72 hours.
	☐
	☐
	☐
	

	Backups working, and access to systems limited to the people who need it (ARB-POL-33)
Ask when a restore was last tested.
	☐
	☐
	☐
	

	Staff told about any monitoring, such as vehicle trackers, dash cams or CCTV (ARB-POL-33)
	☐
	☐
	☐
	

	AI tools used in line with ARB-POL-11 (no customer or staff personal data in unapproved tools)
	☐
	☐
	☐
	



  10     Environment, emergencies and continuity
              Section 10 of 13  ·  About 10 minutes  ·  Auditor
	Check  (★ = critical)
	C
	NC
	N/A
	Evidence seen / finding / action ref

	Environmental aspects and impacts register reviewed (ARB-ENV-01)
	☐
	☐
	☐
	



	Fuel and oil stored safely, with spill kits in the yard and vehicles
	☐
	☐
	☐
	

	Emergency procedures and contacts current, and in every vehicle (ARB-PRO-02)
Check one vehicle pack.
	☐
	☐
	☐
	

	Emergency call-out arrangements current, including fatigue limits (ARB-POL-17, ARB-POL-10)
	☐
	☐
	☐
	

	Lone working check-in arrangements in use (ARB-POL-22)
	☐
	☐
	☐
	

	Business continuity plan in date and tested in the last 12 months (ARB-POL-14)
e.g. a desk exercise: "the office floods" or "the main chipper is stolen".
	☐
	☐
	☐
	



  11     Accreditation evidence
              Section 11 of 13  ·  About 15 minutes  ·  Auditor with the Director
Fill in a row for each scheme you hold or are preparing for. Your PQQ and accreditation procedure (ARB-ACP-05) holds the full evidence list for each one.
	Scheme
	Held?
	Level and certificate no.
	Expiry or renewal date
	Evidence pack up to date?
	Last assessment actions closed?

	Constructionline Gold
	☐ Yes   ☐ No
	
	
	☐ Yes   ☐ No
	☐ Yes   ☐ No

	CHAS
	☐ Yes   ☐ No
	
	
	☐ Yes   ☐ No
	☐ Yes   ☐ No

	SafeContractor
	☐ Yes   ☐ No
	
	
	☐ Yes   ☐ No
	☐ Yes   ☐ No

	ARB Approved Contractor
	☐ Yes   ☐ No
	
	
	☐ Yes   ☐ No
	☐ Yes   ☐ No

	Other SSIP scheme
	☐ Yes   ☐ No
	
	
	☐ Yes   ☐ No
	☐ Yes   ☐ No

	[Client or framework]
	☐ Yes   ☐ No
	
	
	☐ Yes   ☐ No
	☐ Yes   ☐ No



	Check  (★ = critical)
	C
	NC
	N/A
	Evidence seen / finding / action ref

	An SSIP certificate is in date if you hold or want Constructionline Gold
Constructionline’s Gold guide says a valid SSIP certificate is needed.
	☐
	☐
	☐
	



	Renewal dates for every scheme and certificate are in the office calendar, with time to prepare
e.g. a reminder [8 weeks] before each expiry.
	☐
	☐
	☐
	

	For ARB Approved Contractor: the desktop evidence portfolio is ready, and you can offer a suitable live job for the site assessment
Check the current AA Handbook and Standards for what the site visit needs.
	☐
	☐
	☐
	

	Answers given in the last submission are still true (for example staff numbers, insurance levels, accident figures)
Anything that has changed must be updated with the scheme.
	☐
	☐
	☐
	




  12     Scoring summary and overall result
              Section 12 of 13  ·  About 10 minutes  ·  Auditor
		Section
	C
	NC
	N/A
	Score %
	★ items NC (list)

	2  Policies and the management system
	
	
	
	
	

	3  Insurance, registrations and licences
	
	
	
	
	

	4  Training, competence and people
	
	
	
	
	

	5  Equipment, LOLER and vehicles
	
	
	
	
	

	6  Accidents, incidents and near misses
	
	
	
	
	

	7  Subcontractors
	
	
	
	
	

	8  Customers, complaints and quality
	
	
	
	
	

	9  Data protection, IT and records
	
	
	
	
	

	10  Environment, emergencies and continuity
	
	
	
	
	

	11  Accreditation evidence
	
	
	
	
	

	Total
	
	
	
	
	






		How to score each line
C = compliant, and you have seen the evidence.  NC = not compliant, missing, out of date, or you could not see the evidence.  N/A = does not apply to this business (write why).

	☐  GREEN – good
Score of [90]% or more, and no ★ item is NC.
	☐  AMBER – improve
Score of [75]% to [89]%, and no ★ item is NC. Close actions by the due dates.
	☐  RED – act now
Score under [75]%, or any ★ item is NC. Tell a Director the same day.

	Score % = C ÷ (C + NC) × 100.  Leave N/A out of the sum. Round to the nearest whole number.






	Overall rating
	☐  Green
	☐  Amber
	☐  Red

	Last audit score and rating
	e.g. 84% Amber, 12/03/2026

	Trend
	☐ Better      ☐ Same      ☐ Worse      ☐ First audit



		Good practice seen
e.g. training matrix colour-coded with 3-month expiry warnings; every job file has before-and-after photos

	






		What needs to happen to meet audit and accreditation standards
Summarise the main gaps. List each one as an action in Section 13.

	






  13     Action tracker and sign-off
              Section 13 of 13  ·  About 10 minutes  ·  Auditor and responsible person
One row per finding. Copy each one into the non-conformance log (ARB-POL-24 Appendix B) and write its NC reference here. Only close an action when you have checked the fix worked.
	Ref
	Finding (what was wrong)
	Action to fix it and stop it happening again
	Owner
	Due date
	Closed: date, checked by, NC log ref

	e.g. A1
	e.g. LOLER report for rope kit 3 overdue by 2 weeks
	e.g. Kit 3 quarantined; exam booked; add LOLER dates to the office calendar
	e.g. Jo (Mgr)
	e.g. 10/10/26
	e.g. 08/10/26, AB, NC-2026-014

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



		Auditor
	Name
	Signature
	Date

	
	
	
	






		Responsible person
	Name
	Signature
	Date

	
	
	
	






	Follow-up needed?
	☐ Yes   ☐ No
	Follow-up target date
	

	Next full audit due
	
	Copy sent to management review?
	☐ Yes



If you would like this form in a different format, or someone to go through it with you, just ask.
	Guidance for the business owner – remove before issue
What this audit is. This is your internal audit of the office and management system. It supports ARB-POL-01 Section 13.1 (monitoring, audit and review) and ARB-POL-24 Section 9 (internal audits). It helps you get ready for Constructionline Gold, CHAS, SafeContractor and ARB Approved Contractor assessments by checking the evidence assessors usually ask for. It does not guarantee a pass. Each scheme sets its own questions, and they change, so always check the current question set or standards before an assessment.
The law behind the ★ critical items (checked 27/09/2026)
1. Written H&S policy: HSWA 1974 s2(3), where you employ 5 or more people. Schemes expect one whatever your size.
1. Employers’ liability: Employers’ Liability (Compulsory Insurance) Act 1969. At least £5 million cover. The certificate must be where staff can reasonably see it, which can be electronic. There has been no legal duty to keep old certificates since October 2008, but HSE strongly advises keeping them (HSE39).
1. Waste: Environmental Protection Act 1990 s34 duty of care. Keep waste transfer notes for 2 years; a season ticket can cover repeated non-hazardous loads for up to a year (GOV.UK). Registration: lower tier if you only carry waste your own business produces (not construction or demolition waste); upper tier for construction or demolition waste or other people’s waste. Upper tier renews every 3 years.
1. Operator’s licence: needed for goods vehicles over 3,500 kg gross plated weight (or 1,525 kg unladen), including vehicle and trailer combinations over that weight. A trailer under 1,020 kg unladen carrying only your own goods does not count. Some vehicles are exempt – check GOV.UK "Being a goods vehicle operator".
1. LOLER 1998: thorough examination every 6 months for equipment for lifting people and lifting accessories, 12 months for other lifting equipment, or per an examination scheme. Reg 11: keep periodic reports until the next report or for 2 years, whichever is later.
1. RIDDOR 2013: report within the time limits and keep records for at least 3 years.
1. Data protection: Data Protection (Charges and Information) Regulations 2018 – yearly ICO fee unless exempt (at the time of checking, £52 for tier 1 and £78 for tier 2, the usual small business tiers). DPA 2018 Schedule 1 – appropriate policy document for criminal offence and special category data. Data (Use and Access) Act 2025 – a data protection complaints process, with acknowledgement within 30 days, from 19 June 2026 (ICO).
Coming changes to watch
1. Waste carrier permits. The Environmental Permitting (Waste Controlling or Transporting) and Relevant Functions of Primary Authorities (Amendment) (England) Regulations 2026 were made on 22 July 2026. Industry reports say the permit system replaces registration from 22 July 2027, with a longer transition for lower tier registrants. Update: Section 3 when the Environment Agency publishes its guidance.
1. Digital waste tracking. Mandatory for permitted waste receivers from 1 October 2026, with carriers expected to follow in 2027. Waste transfer notes are still needed until further notice. Update: the waste lines in Section 3.
1. RIDDOR review (see ARB-POL-01 guidance). Update: Section 6 when new regulations are made.
Scheme facts we checked. Constructionline’s Gold and Platinum guide (February 2026) says Gold needs a valid SSIP certificate, and checks insurance, financial standing, H&S, equality, environmental, quality and information management evidence. The Arboricultural Association says the ARB Approved Contractor scheme is an SSIP member, and assessment includes a desktop review and an on-site visit. We have not listed CHAS or SafeContractor levels or question sets, as these change – check them with the scheme.
Tailor it. Set your own score bands and sample sizes (in red). Delete lines that genuinely do not apply, or mark them N/A with a reason. Add client or framework requirements. Keep the ★ items: they are legal must-haves or things an assessor is very likely to treat as a fail.
Changes from the original. All original checks are kept. Added: C / NC / N/A scoring with evidence seen, critical items, a policy register, insurance and registration detail, LOLER, data protection, subcontractor, complaints and accreditation sections, a scoring summary, an action tracker linked to the NC log, and the audit cycle.
Sources: legislation.gov.uk (LOLER reg 11); HSE39 (employers’ liability); GOV.UK (waste carrier registration, waste transfer notes, goods vehicle operator licences); Natural Resources Wales (carrier tiers); ICO (data protection fee, complaints guidance May 2026); Constructionline Gold and Platinum guide (February 2026); Arboricultural Association (ARB Approved Contractor pages); Clyde & Co and CIWM reporting on the waste reforms.
Arborella provides this template as documentation support. It is not legal advice, and it is not an accreditation assessment. Your competent person should check the results.



Related documents
	Reference
	Document

	ARB-POL-01
	Health and Safety Policy (13.1 monitoring and audit; Appendix A management review)

	ARB-POL-24
	Quality Policy (Section 9 internal audit; Appendix B NC log; Appendix C internal audit checklist)

	ARB-POL-04 / 05 / 33
	Data Protection Policy; Privacy Notice; IT, Communications and Monitoring Policy

	ARB-POL-15 / 19 / 29
	Customer Care and Complaints; Subcontractors; Tree Protection

	ARB-ACP-01 / 03 / 05
	TPO and CA Status Check; Driver Licence Checks; PQQ and Accreditation Submission

	ARB-AUD-02 / 03 / 04
	Site Audit – Live Sites; Site Audit – Completed Sites; Yard and Depot Audit

	ARB-EQ-012
	Register of Equipment

	ARB-HR-004 / 008 / 013
	Right to Work Check Record; Subcontractor Onboarding Checklist; Driver Authorisation Form

	ARB-PRO-02
	Emergency Procedures and Contacts
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