[Insert Company Logo Here]	Site Audit – Completed Sites  |  [COMPANY NAME]
[COMPANY NAME]  –  SITE AUDIT
SITE AUDIT – COMPLETED SITES
A quality and compliance check of a finished job: the standard of work, the state of the site, the customer’s view, and the paperwork behind it.
	At a glance

	What it is for
	Checking finished work against the specification and BS 3998, and learning from it.
	Who fills it in
	A Manager or Director – not the Team Leader who ran the job.

	When
	Within [5 working days] of completion, for a sample of [1 in 10] jobs, and after any complaint.
	Time needed
	About 30 to 45 minutes on site, plus 15 minutes with the job file.

	You will need
	The job file (quote, job sheet, SSRA, method statement, wildlife check), photos, camera.
	Where it goes
	Job file, with findings in the NC log (ARB-POL-24 App. B). Keep for [6 years].

	Form reference
	ARB-AUD-03  ·  Version 2.0  ·  Issued [DD/MM/YYYY]
	Job reference
	[JOB-REF]



	Where this fits
	Survey & Quote  →
	Job Sheet  →
	Site Specific Risk Assessment + Method Statement  →
	Wildlife check  →
	Work  →
	Job completion


This audit comes after the job is complete. It checks the whole pack for this job reference. Findings go to the non-conformance log (ARB-POL-24 Appendix B).
How to fill this in
	1
	Read the job file first: what was quoted, what the consent allows, and what the crew recorded.

	2
	Walk the site. For each line tick C (compliant), NC (not compliant) or N/A, and write what you saw. Take your own dated photos.

	3
	Speak to the customer if you can. Record their words, good or bad.

	4
	Score it in Section 8. Any ★ critical item that is NC makes the audit Red – tell a Director the same day.

	5
	Log every NC in the NC log, agree actions, and give the crew feedback within [5 working days].



  1     Audit details
              Section 1 of 9  ·  About 3 minutes  ·  Auditor
	Date of audit
	
	Auditor name and role
	

	Site address
	
	Job reference
	



	Customer
	
	Date work completed
	

	Team Leader
	
	Crew and subcontractors
	

	Why this job was audited
	☐ Planned sample   ☐ After a complaint   ☐ Follow-up   ☐ Client or contract requirement   ☐ Before an assessment

	Customer present?
	☐ Yes   ☐ No – follow up by phone or email



  2     Scope of works reviewed
              Section 2 of 9  ·  About 5 minutes  ·  Auditor
		Brief description of the work completed
e.g. crown reduce T1 oak by about 2 m to BS 3998:2010; fell T2 sycamore and grind stump to 300 mm; chip and remove all arisings; logs stacked by the shed

	






		Specification checked against – tick what you used

	☐  Quote or tree survey (ARB-SITE-001 / 003)
	☐  Job Sheet work instruction (ARB-SITE-002)

	☐  Client work order or specification
	☐  TPO or conservation area consent and its conditions

	☐  Tree schedule or arboricultural method statement
	☐  Variation agreed on the day (recorded)






	Tree / item ref
	Species and location
	Work specified
	What was actually done
	Matches?

	e.g. T1
	e.g. oak, rear garden
	e.g. reduce height 2 m, spread 1.5 m
	e.g. reduced about 2 m, spread about 1 m
	☐ Y   ☐ N

	
	
	
	
	☐ Y   ☐ N

	
	
	
	
	☐ Y   ☐ N

	
	
	
	
	☐ Y   ☐ N



  3     Quality of arboricultural work (BS 3998)
              Section 3 of 9  ·  About 10 minutes  ·  Auditor
	Check  (★ = critical)
	C
	NC
	N/A
	Evidence seen / finding / action ref

	★ Work completed in line with the specification and any consent conditions
Compare the tree with the quote, work order or consent. Going beyond a TPO or conservation area consent is an offence.
	☐
	☐
	☐
	



	★ Pruning cuts made to BS 3998: no flush cuts, no stubs, no torn or stripped bark
Look at a sample of cuts from the ground and with binoculars.
	☐
	☐
	☐
	

	Correct pruning points and cut positions used (for example cut to a suitable growth point or branch collar)
	☐
	☐
	☐
	

	Volume and extent of work appropriate – not over-pruned or under-pruned
e.g. a reduction has not become topping; no more foliage removed than specified.
	☐
	☐
	☐
	

	No unspecified topping, lion-tailing or excessive crown thinning
	☐
	☐
	☐
	

	Deadwood, hangers and broken branches removed as specified
	☐
	☐
	☐
	

	Felled trees: stump height as specified; stump left safe
	☐
	☐
	☐
	

	Stump grinding: to the depth quoted, grindings dealt with as agreed, hole backfilled and firmed where specified
e.g. quote says 300 mm below ground – check with a probe or tape.
	☐
	☐
	☐
	

	Retained trees, hedges and plants undamaged: no bark wounds, no damage to roots or root protection areas
	☐
	☐
	☐
	

	Hedge and shrub work: line, height and finish as specified
	☐
	☐
	☐
	



  4     Appearance and finish
              Section 4 of 9  ·  About 5 minutes  ·  Auditor
	Check  (★ = critical)
	C
	NC
	N/A
	Evidence seen / finding / action ref

	Overall appearance of the tree(s) is good
Would you be happy to use a photo of this job in a tender?
	☐
	☐
	☐
	



	Balance and natural form kept
e.g. crown evenly reduced, no lopsided side left.
	☐
	☐
	☐
	

	Quality of finish
e.g. clean cuts, no hanging snags, no rope marks or spike marks on retained trees.
	☐
	☐
	☐
	



  5     Site condition, damage and the customer
              Section 5 of 9  ·  About 10 minutes  ·  Auditor
	Check  (★ = critical)
	C
	NC
	N/A
	Evidence seen / finding / action ref

	★ Site left clean and tidy: drives, paths and lawns swept and blown, gutters and roofs clear of debris
	☐
	☐
	☐
	



	Arisings dealt with as agreed: logs stacked, chip spread or removed, brash cleared
	☐
	☐
	☐
	

	★ No damage to property, lawns, surfaces, fences, services or vehicles – or any damage was recorded, reported and put right
Compare with the pre-start photos. Unreported damage is a serious finding.
	☐
	☐
	☐
	

	Ground reinstated: ruts, ground protection marks and stump holes made good as agreed
	☐
	☐
	☐
	

	Gates closed, boundaries secure, signs and barriers removed
	☐
	☐
	☐
	

	Customer satisfied with the work completed
Use the customer box below.
	☐
	☐
	☐
	

	Customer asked for feedback or a review
	☐
	☐
	☐
	

	Any complaint or concern logged under ARB-POL-15
	☐
	☐
	☐
	



Customer feedback
	How happy are you with the work and how we left your site?
☐ 1 Very unhappy     ☐ 2     ☐ 3     ☐ 4     ☐ 5 Very happy

	Customer’s own words, e.g. "Crew were polite and left the drive cleaner than they found it."



  6     Arisings, waste and biosecurity
              Section 6 of 9  ·  About 5 minutes  ·  Auditor
	Check  (★ = critical)
	C
	NC
	N/A
	Evidence seen / finding / action ref

	★ Waste transfer note (or season ticket entry) completed for every load taken off site
Check the date, description, quantity and the receiving site. Keep for 2 years.
	☐
	☐
	☐
	



	Waste taken to a site allowed to accept it, by a registered carrier
e.g. green waste site, biomass plant, permitted composter.
	☐
	☐
	☐
	

	Where chip or logs went is recorded (for example sold, given to a farmer, used on site)
If they left the site for someone else to use, check with the office whether a waste exemption or permit is needed.
	☐
	☐
	☐
	

	Biosecurity clean-down done before leaving, where the job needed it (ARB-SITE-007, ARB-POL-13)
e.g. known pest or disease, Plant Health Notice.
	☐
	☐
	☐
	

	No fuel or oil spills; any spill cleaned up and reported
	☐
	☐
	☐
	




  7     Paperwork and photos
              Section 7 of 9  ·  About 10 minutes  ·  Auditor with the job file
	Check  (★ = critical)
	C
	NC
	N/A
	Evidence seen / finding / action ref

	Before the job

	★ TPO and conservation area check recorded, and any consent or notice on file before work started (ARB-ACP-01, ARB-POL-29)
Check the dates: work must not start before consent, or before the 6-week notice period ends.
	☐
	☐
	☐
	



	Wildlife and protected species check done (ARB-SITE-006), and bat roost check where features were found (ARB-SITE-008)
	☐
	☐
	☐
	

	Traffic management permit or plan on file, where the work was on or next to a road
	☐
	☐
	☐
	

	On the day

	★ Site Specific Risk Assessment and crew briefing completed and signed by everyone (ARB-SITE-004)
	☐
	☐
	☐
	

	Method statement on file where needed (ARB-SITE-005), with a rigging plan for complex rigging (ARB-SITE-011)
	☐
	☐
	☐
	

	★ Aerial rescue plan completed for climbing or MEWP work, with a named rescuer (ARB-SITE-009 / 010)
No aerial rescuer, no climb.
	☐
	☐
	☐
	

	Pre-use equipment checks recorded for the kit used
e.g. chainsaw, chipper, climbing kit sheets for that week.
	☐
	☐
	☐
	

	After the job

	★ Job Sheet completion record filled in and signed, with any variation recorded (ARB-SITE-002)
	☐
	☐
	☐
	

	★ Before-and-after photos taken, dated and saved against the job reference
Check they show the whole tree and the finished site.
	☐
	☐
	☐
	

	Any accident, near miss or damage on the job reported the same day
	☐
	☐
	☐
	




  8     Scoring summary and overall result
              Section 8 of 9  ·  About 5 minutes  ·  Auditor
		Section
	C
	NC
	N/A
	Score %
	★ items NC (list)

	3  Quality of arboricultural work (BS 3998)
	
	
	
	
	

	4  Appearance and finish
	
	
	
	
	

	5  Site condition, damage and the customer
	
	
	
	
	

	6  Arisings, waste and biosecurity
	
	
	
	
	

	7  Paperwork and photos
	
	
	
	
	

	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 job (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. every cut clean and to a growth point; drive jet-washed; customer praised the crew

	






		Areas for improvement
e.g. two stubs left on T1 lower crown; waste transfer note not signed by receiver

	







  9     Findings, feedback and sign-off
              Section 9 of 9  ·  About 10 minutes  ·  Auditor and Team Leader
Log every NC in the non-conformance log (ARB-POL-24 Appendix B) and write its NC reference here. Type codes: W workmanship · S specification · L legal or consent · E equipment · D documents · SC subcontractor · C customer complaint.
	Ref
	Finding (what was wrong)
	Action to fix it and stop it happening again
	Owner
	Due date
	Type code, NC ref, closed (date, checked by)

	e.g. F1
	e.g. two stubs left on T1 lower crown
	e.g. return visit to re-cut; climber coached on pruning points
	e.g. Sam (TL)
	e.g. 17/10/26
	e.g. W, NC-2026-021, 16/10/26, JB

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	



		Feedback given to the team and lessons learned
e.g. talked through the stub cuts with the climber on 14/10; toolbox talk on pruning points booked for all crews

	






		Auditor
	Name
	Signature
	Date

	
	
	
	






		Team Leader
	Name
	Signature
	Date

	
	
	
	






The Team Leader signs to show they have seen the findings, not that they agree with every one. Add any comments in the box above.
	Guidance for the business owner – remove before issue
What this audit is. A post-work quality and compliance check. It is part of your internal audit programme under ARB-POL-24 Section 9 ("site and work inspections against job specifications and finish standards") and ARB-POL-01 Section 13.1 (active monitoring). Any NC is a non-conformance under ARB-POL-24 Section 6: stop or contain, record, correct, find the root cause, act on it and check it worked.
Accreditation. Completed audits, with actions closed, are good evidence of monitoring for Constructionline Gold, CHAS, SafeContractor and the ARB Approved Contractor scheme. The ARB Approved Contractor assessment includes a site visit and a look at site paperwork such as job sheets, risk assessments, method statements and rescue plans. This form helps you check those are in place. It does not guarantee a pass – check each scheme’s current standards.
The law and standards behind the ★ items (checked 27/09/2026)
1. BS 3998:2010 Tree work – Recommendations is the current edition. Standards are copyright: keep a bought copy in the office; do not copy it into job packs.
1. Tree protection: carrying out work beyond a TPO consent, or on a conservation area tree before the 6-week notice period ends, can be an offence (Town and Country Planning Act 1990; see ARB-POL-29).
1. Waste: Environmental Protection Act 1990 s34 duty of care. A waste transfer note is needed for each transfer, or a season ticket for repeated non-hazardous loads for up to a year, and must be kept for 2 years (GOV.UK). Digital waste tracking starts for permitted receivers from 1 October 2026, and is expected to extend to carriers in 2027; waste transfer notes are still needed until further notice.
1. Rescue: Work at Height Regulations 2005 reg 4 requires planning for emergencies and rescue. ARB-POL-01 Section 7: no aerial rescuer, no climb.
1. Home customers: Consumer Rights Act 2015 s49 – services must be carried out with reasonable care and skill. Remedies include repeat performance or a price reduction.
How to use the results. If the same finding comes up on more than one job (for example stubs, mess on drives, missing photos), treat it as a system problem: change the briefing, quote template or training, not just the crew. Take the trends to the management review (ARB-POL-24 Appendix D).
Tailor it. Set your sample rate, time limits and score bands (in red). Add client-specific checks, for example a council’s street tree specification. Delete lines you genuinely never need, such as stump grinding if you do not offer it.
Changes from the original. All original checks are kept. Added: C / NC / N/A scoring with evidence, critical items, damage, stump grinding, waste transfer notes, biosecurity, the paperwork check, customer feedback, a scoring summary and an action tracker linked to the NC log.
Sources: BSI (BS 3998:2010 status, as recorded in ARB-POL-24); GOV.UK (waste transfer notes); legislation.gov.uk (Consumer Rights Act 2015 s49; Work at Height Regulations 2005); Clyde & Co (digital waste tracking, August 2026); Forestry Journal ARB Approved Contractor guide.
Arborella provides this template as documentation support. It is not technical arboricultural advice. The judgement on whether work meets BS 3998 must be made by a competent arborist.



Related documents
	Reference
	Document

	ARB-POL-24
	Quality Policy (Section 6 non-conformance; Section 9 audits; Appendix B NC log)

	ARB-POL-01
	Health and Safety Policy (Section 7 work at height and rescue; 13.1 monitoring)

	ARB-POL-13 / 15 / 29
	Biosecurity; Customer Care and Complaints; Tree Protection

	ARB-SITE-001 to 008
	Job pack forms: survey and quote, job sheet, SSRA, method statement, wildlife and bat checks, biosecurity

	ARB-SITE-009 / 010 / 011
	Climbing and Aerial Rescue Plan; MEWP Rescue Plan; Advanced Rigging Plan

	ARB-ACP-01
	TPO and Conservation Area Status Check

	ARB-AUD-01 / 02 / 04
	Office and Management Audit; Site Audit – Live Sites; Yard and Depot Audit



Document control
	Item
	Detail

	Document
	Site Audit – Completed Sites (ARB-AUD-03)

	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 you work changes



	Ver.
	Date
	Author
	Summary of changes

	1.0
	[DATE]
	[Initials]
	First edition created
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