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[COMPANY NAME]  –  POLICY
SUBCONTRACTOR SELECTION AND MONITORING POLICY
How we choose, check, brief, monitor and review the subcontractors who work for us, so every job is safe, legal and done well.
	Reference
	Version
	Date issued
	Review date

	ARB-POL-19
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it covers
	Checking subcontractors before they start (insurance, tickets, CIS, right to work, CDM), briefing them, monitoring them on site, reviewing them and keeping the approved list.

	Who it applies to
	Directors, Managers, the office and Team Leaders who use subcontractors, and every subcontractor who works for us.

	The key rule
	No evidence, no start. Nobody works for us until they are checked and approved for that type of work.

	Who to contact
	[Contracts Manager / Director name and phone]

	Time to read
	About 20 minutes. The one-page summary takes 2 minutes.

	Where it is kept
	[Shared drive / office]. Reviewed every 12 months.



	Guidance for the business owner – remove before issue
In force now (checked 26/09/2026)
1. Health and Safety at Work etc. Act 1974, section 3: you must protect people who are not your employees, including subcontractors and the public, so far as is reasonably practicable. HSE’s guide "Using contractors" (INDG368) sets out the steps: plan, choose, manage and review.
1. CDM 2015: regulation 8(3) requires anyone appointing a contractor to take reasonable steps to check their skills, knowledge, experience and organisational capability. Regulation 15 requires contractors to plan, manage and monitor their work, not appoint anyone without the necessary skills, knowledge, training and experience (15(7)), provide supervision, instructions and information (15(8)), give a site induction where the principal contractor has not (15(9)), follow the principal contractor’s directions (15(3)) and meet the welfare requirements (15(11)). Site clearance is part of "construction work" under regulation 2.
1. Employers’ liability insurance: the Employers’ Liability (Compulsory Insurance) Act 1969 requires at least £5 million of cover (most insurers give £10 million). Some family businesses and one-person companies are exempt. HSE40 explains how to tell whether labour-only subcontractors count as employees for this purpose. The original policy said £10 million "where legally required": the legal minimum is £5 million, so this has been corrected.
1. Public liability insurance is not required by law, but clients and councils usually set a minimum. £5 million is common; some public sector and construction clients ask for £10 million. Check your client contracts and set the figure in Section 4.
1. Chainsaws and machinery: PUWER 1998 regulation 9 requires adequate training. HSE’s leaflet INDG317 says a worker should have appropriate training and a relevant certificate of competence or national competence award (for example City & Guilds NPTC or Lantra) before using a chainsaw on or in a tree. LOLER 1998: 6-monthly thorough examination for equipment for lifting people and lifting accessories, 12-monthly for other lifting equipment, or under an examination scheme.
1. CIS (HMRC CIS 340): tree felling is not normally a construction operation, but it is when done as part of construction, for example site clearance for housing. Verify subcontractors with HMRC before the first payment. From 6 April 2026 HMRC can remove gross payment status immediately, and can charge the lost tax plus a penalty of up to 30% where a business knew or should have known that a transaction was connected with fraud. Accountancy sources also report that nil monthly returns are compulsory again from April 2026: confirm with your accountant.
1. Waste: anyone carrying waste from site must be a registered waste carrier (Environment Agency in England, NRW in Wales, SEPA in Scotland). Check the public register.
1. Right to work: checks must be made before work starts, following the current Home Office code of practice. Civil penalty up to £60,000 per illegal worker.
Coming changes to watch
1. 1 October 2026 – right to work extended. Under the Border Security, Asylum and Immigration Act 2025, the illegal working regime extends beyond employees to many workers, individual subcontractors and labour supply chains. Genuinely self-employed people running their own business with their own clients, kit and pricing remain outside the new checks. Update: check ARB-HR-004 and ARB-HR-008 against the new Home Office code of practice before 1 October, and make sure your Subcontractor Agreement requires the subcontractor to check anyone they send.
1. 2027 (expected) – waste carrier permits. Defra has confirmed that registration for waste carriers, brokers and dealers in England will be replaced by a permitting regime, expected during 2027, with transition periods. No exact date yet. Update: Section 4 and Appendix A once the regime starts.
1. Commercial Payments Bill (in the House of Lords, awaiting report stage at 27/08/2026). It would set a 60-day maximum payment term, ban cash retentions in construction contracts and give the Small Business Commissioner new powers. Not yet law. Update: your subcontractor payment terms (ARB-HR-007) when it passes.
Who it applies to. Any business that uses subcontractors, of any size. The CDM duties apply only to construction work. CIS applies only to construction operations.
Sources: legislation.gov.uk (CDM 2015 regulations 2, 8 and 15); HSE (INDG368, HSE40, INDG317, LOLER guidance); HMRC CIS 340 and published commentary on the April 2026 CIS changes (RPC, Bright); Home Office and parliamentary statement HCWS159 (30/06/2026) on right to work; Defra and Burges Salmon on waste carrier reform; House of Lords Library briefing on the Commercial Payments Bill.
Tailor it. Set your public liability minimum. Name who does the checks (in a small firm the office manager or a Director) and who signs off conditional approvals. Adjust the risk levels in Section 2 to the work you actually subcontract. The original referred to an "Annual Compliance and Due Diligence Questionnaire" and an "Approved Supplier and Subcontractor Register": Appendix A and Appendix D now do this job. If you already use a portal or app, use that instead and say so here. Fill in everything in [red], and delete this box before issue.
Arborella provides this template as documentation support. It is not legal, tax or insurance advice. Check insurance cover with your broker and tax questions with your accountant.



	If your business is larger (optional – delete if it does not apply)
£36 million turnover or more: you must publish a modern slavery statement every year (Modern Slavery Act 2015 s54), and your subcontractor checks are part of it. See ARB-POL-08.
Large organisations (meeting two of: more than 250 staff, more than £36 million turnover, more than £18 million assets) can commit the "failure to prevent fraud" offence, in force since 1 September 2025, where an associated person such as a subcontractor commits fraud to benefit them. See ARB-POL-06.
Public contracts: under the Procurement Act 2023, authorities can look at your intended subcontractors when checking exclusion grounds. Keep your subcontractor list and checks ready to share.
With many subcontractors, use a supply chain management system or portal, set a formal scoring scheme, and report subcontractor performance to the board every [quarter]. Large companies must also report on payment practices twice a year.



	This policy on one page
1. No evidence, no start. Nobody works for us until they are checked and approved for that type of work.
1. We check insurance, NPTC or Lantra tickets, rescue plans, LOLER, CIS and right to work for everyone they send, not just the boss.
1. Being on the approved list is not enough. Every job has a Work Order, a risk assessment we have read, and a site induction.
1. The Team Leader is in charge on site and anyone can stop an unsafe job, including a subcontractor’s.
1. Problems are recorded and fixed. Serious ones mean removal from site and suspension.
1. We review every subcontractor at least once a year, and straight away if something goes wrong or expires.



	1
	Why we have this policy
Section 1 of 10  ·  About 1 minute to read  ·  Everyone

	1.1	When a subcontractor works for us, they work under our name. The customer, the client and the law see their work as part of our job. If a subcontract climber has no aerial rescue plan, or a stump grinding contractor has no insurance, that is our problem too.



1.2	This policy explains how we choose, approve, brief, monitor and review subcontractors. The aim is simple: every subcontractor we use is competent, properly insured, legal to work, and able to do the job safely and to the right standard.
1.3	The law requires it. We must protect people who are not our employees (Health and Safety at Work etc. Act 1974, section 3). On construction work, anyone appointing a contractor must take reasonable steps to check they are competent (CDM 2015, regulation 8). Our clients, insurers and accreditation bodies expect to see proof.
1.4	We use this policy with the Subcontractor Agreement (ARB-HR-007), the Subcontractor Onboarding Checklist (ARB-HR-008) and the appendices at the end of this policy.

	2
	Who and what this policy covers
Section 2 of 10  ·  About 2 minutes to read  ·  Directors, Managers, office

	2.1	It covers every business or self-employed person we pay to do work for us or with us on site. For example: subcontract climbers and crews, stump grinding contractors, crane or MEWP hire with an operator, traffic management firms, landscapers, fencers, and waste hauliers.



2.2	Plant or tool hire without an operator, and suppliers who only deliver materials, are suppliers, not subcontractors. They need lighter checks (for example, hire equipment comes with current LOLER and service records). Treat them under [Approved Supplier Procedure ref].
2.3	Checks are proportionate to risk. We use three levels:
	Level
	Typical work
	What we check

	Low
	Hedge cutting at ground level, mowing, planting, clearing brash, deliveries with offloading.
	The "must have" checks in Section 4. A short site brief. Spot checks on site.

	Medium
	Felling small trees, chipping, stump grinding, ground-based chainsaw work, fencing, road-side work with signs and cones.
	All Section 4 checks, their risk assessment, equipment records, a reference or trial job. Regular site checks.

	High
	Tree climbing and aerial rescue, rigging and dismantling, MEWP or crane work, work near overhead power lines, traffic management on live roads, construction sites (CDM), work in water or at height over the public.
	Everything above, plus a job-specific method statement and rescue plan, Director approval for new subcontractors, and close monitoring on the first job.



	Are they really self-employed?
A "labour-only" subcontractor who works only for us, uses our kit, follows our hours and cannot send a substitute may in law be a worker or employee. That affects tax, holiday pay, employers’ liability insurance, and right to work checks. HSE’s leaflet HSE40 lists the signs.
If it looks like employment, talk to your accountant or HR adviser before you go on. Use HMRC’s "Check employment status for tax" (CEST) tool and keep the result on file.



	3
	How we choose subcontractors
Section 3 of 10  ·  About 1 minute to read  ·  Directors, Managers

	1. We assess every subcontractor before they start, and again before they do any work outside what they are approved for.



1. We decide on evidence, competence and risk, not on price alone.
1. Checks match the risk. Higher-risk work gets more evidence and closer monitoring (Section 2).
1. Nobody may approve a friend, relative or business they have an interest in. Declare it and let someone else decide.
1. We keep subcontractor information secure and only as long as we need it (Section 10 and ARB-POL-04).
	The non-negotiables – never waived
Insurance, right to work, competence certificates for the work, and safety-critical arrangements (such as an aerial rescue plan) cannot be waived because a job is urgent, a customer is waiting or the weather window is short. No evidence, no start.




	4
	Pre-qualification checks
Section 4 of 10  ·  About 5 minutes to read  ·  Office, Managers

	4.1	These are the checks we complete before a subcontractor is approved. Use the checklist in Appendix A and record the evidence in the supplier file (ARB-HR-008).



Must have – every subcontractor
	Check
	Minimum standard
	How we check it

	Identity and business details
	Legal name, trading name, address, contact details. Company number if a limited company. VAT number if registered.
	Check Companies House for limited companies. Names must match the insurance and invoices.

	Right to work
	Checked for the subcontractor and for every person they send to site, before work starts.
	Use ARB-HR-004. Follow the current Home Office code of practice. Record the date. Diarise follow-up checks for time-limited permission.

	Tax and CIS
	Unique Taxpayer Reference (UTR). If the work is construction work under CIS, HMRC verification before the first payment.
	Verify through HMRC CIS online or your payroll software. Record the verification reference and rate (gross, 20% or 30%).

	Public liability insurance
	At least £[5] million, or more if the client contract requires it. It must cover the actual activities, for example tree felling, climbing or stump grinding, and any height or heat-work limits.
	See the certificate or schedule. Check the insured name, the dates, the limit and the activities covered. Diarise the expiry.

	Employers’ liability insurance
	Required by law if they employ anyone. The legal minimum is £5 million. Most policies give £10 million.
	See the certificate. If they say they have no employees, record that and check who comes to site.

	Competence for the work
	Current NPTC (City & Guilds) or Lantra certificates for each machine and task, for example chainsaw maintenance and cross-cutting, felling, climbing and aerial rescue, chipper, stump grinder, MEWP. First aid at work including the forestry (+F) element.
	See the certificates for every person they send. Match names and units to the tasks. Keep copies. Ask for refresher dates.

	Health and safety arrangements
	Their own risk assessments and method statements for the work, and an aerial rescue plan for any climbing or MEWP work. A written health and safety policy if they have 5 or more employees.
	Read them. Do not just file them. Check they match the job.

	Equipment
	Kit maintained and fit for purpose. LOLER thorough examinations: every 6 months for climbing kit and lifting accessories (ropes, slings, blocks), every 12 months for other lifting equipment, or under an examination scheme.
	See the LOLER reports and service records. Look at the kit on the first day.



Where the work needs it
	Check
	When it applies
	What we need

	Waste carrier registration
	If they will take any waste, arisings or timber away from site.
	Registration number, checked on the Environment Agency public register (or NRW or SEPA). Waste transfer notes for every load.

	Driving and towing
	If they tow a chipper or stump grinder on the road, or drive one of our vehicles.
	Licence entitlement for the combination. Use ARB-HR-013 for our vehicles.

	Traffic management
	Any work on or next to a road or footway.
	Suitable training for the road type (for example Lantra or NHSS schemes), and the permit or licence from the highway authority.

	Other insurance
	Advice or reports (professional indemnity), hired-in plant, or contractors’ all risks.
	Certificate for each.

	References or trial job
	New to us, high-risk work, or work they have not done for us before.
	One or two references from recent similar work, or a supervised first job.

	Accreditations
	Optional, but useful evidence.
	For example Arboricultural Association Approved Contractor, CHAS, SafeContractor or Constructionline. Check the status is current.

	Data security
	If they will see customer details, site access codes or client plans.
	Agreement to our data rules (ARB-POL-04). Share the minimum.

	Financial standing
	Large, long or high-value work.
	A basic credit check or recent accounts, and confirmation they can resource the job.



Ethical standards
4.2	Every subcontractor must agree to our standards on bribery (ARB-POL-01), fraud (ARB-POL-06), tax evasion (ARB-POL-07) and modern slavery (ARB-POL-08). These are built into the Subcontractor Agreement (ARB-HR-007). Warning signs include a subcontractor who asks to be paid in cash or into someone else’s account, or whose workers seem to be controlled by someone else, have no ID, or are unsure where they are staying.
	What this means for you
A subcontract climber arrives for a big sycamore dismantle. Their chainsaw and climbing certificates are fine, but their aerial rescue certificate expired last month and nobody else on site is trained in aerial rescue. They do not climb. The Team Leader rings the office. We send a rescue-trained climber, rebook, or do the work from a MEWP. Expired rescue cover is never a "just this once".
The office adds a new stump grinding contractor. The insurance certificate says "landscape gardening" and does not mention stump grinding. Before booking, the office asks the contractor to get written confirmation from their insurer that stump grinding is covered.



	5
	CDM 2015 and construction work
Section 5 of 10  ·  About 3 minutes to read  ·  Directors, Managers, Team Leaders

	5.1	The Construction (Design and Management) Regulations 2015 (CDM) apply to construction work. Much tree work is not construction work. But site clearance for a building project counts, for example felling and stump removal to make room for new houses, a car park or an extension. So does landscaping that is part of a construction project.



5.2	When CDM applies, we are a contractor. If we bring in a subcontractor, we must:
1. take reasonable steps to make sure they have the skills, knowledge and experience (and, for a business, the organisational capability) to do the work safely (regulation 8);
1. not appoint anyone to work on site unless they have, or are getting, the necessary skills, knowledge, training and experience (regulation 15);
1. give them suitable supervision, instructions and information, including a site induction if the principal contractor has not already given one (regulation 15);
1. make sure they follow the principal contractor’s directions and the relevant parts of the construction phase plan (regulation 15);
1. make sure welfare facilities are provided for them (regulation 15 and Schedule 2).
5.3	If we are the only contractor on a project, we must also make sure a construction phase plan is drawn up before work starts. For a domestic client (a homeowner having an extension built), the contractor takes on the client’s duties unless there is a written agreement with the designer.
5.4	On CDM work, CIS usually applies too (see Section 4). Check with the principal contractor what they need from us about our subcontractors: many ask for the same evidence we collect in Appendix A.
	What this means for you
A housing developer asks us to clear a line of conifers and grind out the stumps before groundworks start. That is site clearance, so it is construction work. We ask for the principal contractor’s site rules and induction, we check our subcontract stump grinder operator’s tickets and insurance before they arrive, we verify them for CIS, and they sign in on the principal contractor’s system every day.



	6
	Approval and the approved subcontractor list
Section 6 of 10  ·  About 3 minutes to read  ·  Office, Managers, Directors

	6.1	Every subcontractor we use goes through these steps before their first job:



	1
	Describe the work: what it is, the risk level (Section 2), the client’s requirements and any licences or certificates needed.

	2
	Send the subcontractor the pre-qualification checklist (Appendix A) and ask for the evidence by email.

	3
	Check the evidence against Section 4. Verify it where you can: expiry dates, insurer details, HMRC, the waste carrier register, references.

	4
	Record any gaps, the actions needed and any extra controls.

	5
	Decide the status (table below) and write down the exact scope they are approved for, for example "ground-based felling and chipping, no climbing".

	6
	Get Director approval where needed. Add them to the approved subcontractor list (Appendix D) with every expiry date.

	7
	Sign the Subcontractor Agreement (ARB-HR-007) and complete the onboarding checklist (ARB-HR-008) before the first job.



	Status
	What it means
	Can they work?

	Approved
	All "must have" checks met. Scope and expiry dates recorded.
	Yes, within the approved scope. Job checks still apply (Section 7).

	Conditionally approved
	Only minor, non-safety-critical items are outstanding, for example a missing reference. The conditions, who is responsible and the deadline are written down. A Director signs it off.
	Yes, with the extra controls. Never used to get round insurance, right to work, competence or safety requirements.

	Not approved
	A "must have" is missing, the risk is too high, or the evidence is not reliable.
	No.

	Suspended
	Evidence has expired, or there has been an incident, serious defect, investigation or overdue corrective action.
	No, until a Manager lifts the suspension in writing.

	Removed
	Serious or repeated failure, dishonesty, or they no longer meet our standards.
	No. Record the reason. Reapproval needs a full new assessment and Director agreement.



We will not approve, or will stop using, a subcontractor who:
1. has missing, invalid or expired insurance, certificates, licences or safety-critical training;
1. cannot show that the people they send are competent for the work;
1. has risk assessments or working methods that are unsuitable and cannot be put right before work starts;
1. gives false, misleading or seriously incomplete information;
1. has unresolved enforcement action, or a poor safety, quality or environmental record;
1. refuses to follow our rules, the client’s rules, site rules or the law; or
1. passes our work to someone else without our written agreement.

	7
	Before each job
Section 7 of 10  ·  About 2 minutes to read  ·  Office, Team Leaders

	7.1	Being on the approved list does not by itself mean a subcontractor can start a job. Before each job the office checks that they are still approved for this type of work and that their evidence stays valid for the whole job.



1. A written Work Order (ARB-HR-007 Schedule 2) sets out the work, the standard, dates, who is in charge on site and how to report problems.
1. We see and accept their job-specific risk assessment and method statement, and the rescue plan for climbing or MEWP work.
1. We give them the client information, site rules, emergency arrangements (including the nearest A&E and a what3words or grid reference) and welfare details.
1. Every person they send gets the site safety induction and pre-start briefing. We record who attended (ARB-HR-008 Section 4).
1. We agree how we work together: drop zones, who is cutting and who is clearing, radios or hand signals, the public, traffic, utilities, wildlife and any TPO or conservation area limits.
1. They may only bring in anyone else, or pass on any work, with our written approval and the same checks.
1. Anyone they send who we have not checked does not work, even if they are "just helping out".
	What this means for you
After a storm we are flat out and a subcontractor offers to bring "a mate who’s a good climber". The mate’s tickets, insurance cover and right to work have not been checked. They do not climb, or even drag brash, until the office has checked them. Storm work is when the rules matter most.



	8
	Monitoring on site
Section 8 of 10  ·  About 2 minutes to read  ·  Team Leaders, Managers

	8.1	The Team Leader in charge of the job is responsible for the subcontractor on site. They make sure the work follows the Work Order and the risk assessment, and they record how it goes using the site monitoring record (Appendix B).



	Area
	What the Team Leader looks for

	Safety
	Induction done. Risk assessment followed. Correct PPE. Pre-use checks done. Exclusion zones kept. Rescue plan in place and rescuer present. Incidents and near misses reported the same day.

	Quality
	Work matches the specification and the quote. Pruning to BS 3998:2010 where that is specified. Photos before and after. Snags, defects or rework noted.

	Environment
	Nesting birds and bats checked. Biosecurity followed (ARB-POL-13). Refuelling away from drains, spill kit on site. Waste handled properly with transfer notes.

	Conduct and the public
	Turns up on time. Communicates well. Follows the Team Leader’s instructions. Polite to customers and neighbours. Protects lawns, paths, drives and property. Keeps the public out of the work area.

	Records
	Timesheets, job sheets, waste transfer notes and any certificates supplied on time and correctly.



How often we check depends on the risk level and on how well they have done before:
1. New subcontractor or high-risk work: the Team Leader monitors the first day in person, and completes Appendix B for the first job.
1. Medium risk: at least one recorded check per job, or per week on longer jobs.
1. Low risk, good record: spot checks, at least [once a quarter].
	What this means for you
A subcontract crew is reducing a row of limes on a school boundary. At lunchtime the Team Leader notices a parent and child walking under the work area because a barrier has been moved. They stop the work, put the barrier back with a banksman, and note it on the monitoring record. It is raised calmly with the subcontractor’s lead climber, and it is fine for the afternoon. If it happens again, it becomes a formal corrective action.



	9
	When things go wrong
Section 9 of 10  ·  About 2 minutes to read  ·  Team Leaders, Managers, Directors

	9.1	Anyone can stop a job that looks unsafe. That includes stopping a subcontractor. Deal with the danger first, then the paperwork.
	1
	Stop the work if there is an immediate risk. Make the area safe.

	2
	Tell the subcontractor what the problem is, and record it on the site monitoring record (Appendix B), with photos if useful.

	3
	Tell the office the same day. Report any accident, near miss, damage or complaint in the usual way.

	4
	The [Contracts Manager / Director] agrees the fix with the subcontractor: what will be done, why it happened, who will do it and by when.

	5
	Check the fix has been done and record it. Serious incidents go to a Director straight away, and to the client where the contract requires.






	How serious
	Examples
	Likely action

	Minor
	Late start, poor tidy-up, paperwork missing, a small snag.
	Talk it through and record it. Check it is fixed.

	Significant
	Risk assessment not followed, damage to property, repeated poor quality, a justified customer complaint.
	Written corrective action with a deadline. Closer supervision. Rework at their cost where the contract allows.

	Serious
	Unsafe climbing or felling, no rescuer present, an unchecked worker on site, a pollution incident, dishonesty, abuse of a customer or colleague.
	Remove from site. Suspend at once. Director review. Possible removal from the list, and reporting to the client, HSE, the Environment Agency or the police where required.




	10
	Reviews, records and keeping this policy up to date
Section 10 of 10  ·  About 2 minutes to read  ·  Office, Managers, Directors

	Keeping evidence current



10.1	The office checks the approved subcontractor list (Appendix D) at least [monthly] for anything expiring in the next 30 days, and asks for new evidence in good time. Out-of-date insurance or certificates mean the subcontractor is suspended until new evidence arrives.
Annual review
10.2	We review each approved subcontractor at least every 12 months using Appendix C. We look at site monitoring records, incidents, corrective actions, customer feedback and whether they still suit their approved scope. The outcome, reviewer, date, next review date and any limits go on the list.
10.3	We also review a subcontractor straight away if: they change ownership, workforce, equipment, insurance or certification; they want to do new types of work; there is a serious incident, enforcement action, significant complaint or repeated defect; or we have not used them for [12 months].
Records we keep
10.4	For each subcontractor we keep the pre-qualification evidence, approval decision and scope, list entry, Work Orders, inductions and briefings, site monitoring records, reviews, complaints and corrective actions. We keep them for the relationship plus [6] years, or longer if a client contract or CDM project requires. Right to work copies are kept for the relationship plus 2 years. We store them securely in line with ARB-POL-04.
Checking this policy works
10.5	A Director reviews this policy at least every 12 months. We check it works by sampling [3] subcontractor files a year, looking at site monitoring records, and reviewing trends in incidents and complaints.
Review this policy sooner if…
1. the law or official guidance changes (see the "Coming changes to watch" list in the guidance box, such as right to work, waste carrier and payment rules);
1. a client, principal contractor or accreditation body changes what it expects from our subcontractors;
1. a subcontractor is involved in a serious incident, near miss, enforcement action or complaint;
1. we start new types of work, such as CDM site clearance, highway work or utility work; or
1. we start using many more subcontractors, for example during a storm surge or for a large contract.
Who is responsible for what
	Who
	What they must do

	Directors
	Approve this policy. Approve high-risk and conditionally approved subcontractors. Make sure there is time and money to do the checks properly. Review serious incidents and this policy every year.

	[Contracts Manager / office]
	Do the pre-qualification checks and record them. Verify evidence. Set the status and scope. Keep the approved list up to date and chase expiry dates. Issue Work Orders. Run the annual reviews.

	Team Leaders
	Give the site induction and pre-start briefing. Stay in charge on site. Check the subcontractor follows the Work Order and risk assessment. Stop unsafe work. Complete the site monitoring record. Report problems the same day.

	Everyone
	Work safely alongside subcontractors. Tell the Team Leader about anything unsafe, and stop the job if you need to.

	Subcontractors
	Give accurate, current evidence. Send only competent, checked people. Follow our rules, the client’s rules and the law. Tell us straight away about changes, incidents and problems. Never pass work on without our written agreement.



Evidence auditors may ask for
	Evidence to keep
	Where / how often
	✓

	Signed and dated copy of this policy
	Policy file – yearly
	☐

	Approved subcontractor list with scope, status and expiry dates (Appendix D)
	Office – checked [monthly]
	☐

	Completed pre-qualification checklists and evidence for a sample of subcontractors (Appendix A, ARB-HR-008)
	Supplier files
	☐

	Insurance certificates, NPTC or Lantra certificates, LOLER reports and rescue plans, all in date
	Supplier files
	☐

	CIS verification records and right to work records
	Accounts; RTW file (ARB-HR-004)
	☐

	Site induction records and signed Work Orders
	Job files
	☐

	Site monitoring records and corrective actions (Appendix B)
	Job files
	☐

	Annual subcontractor reviews (Appendix C)
	Supplier files – yearly
	☐




	A
	Appendix A: Pre-qualification checklist
Office or Manager  ·  About 20 minutes per subcontractor

	Complete this before a subcontractor’s first job, and again at the annual review. Keep it in the supplier file with the evidence.
	Subcontractor
	
	Contact
	

	Work to be approved
	
	Risk level
	






	✓
	Check
	Notes

	Must have – every subcontractor

	☐
	Identity and business details confirmed (Companies House for limited companies)
	

	☐
	Right to work checked for the subcontractor and everyone they will send (ARB-HR-004)
	Date checked:

	☐
	UTR recorded. CIS verified with HMRC if the work is construction
	Ref / rate:

	☐
	Public liability: £[5] million or more, covers the actual activities
	Expiry:

	☐
	Employers’ liability: £5 million or more (or confirmed no employees)
	Expiry:

	☐
	NPTC / Lantra certificates for every task and every person
	Earliest expiry:

	☐
	First aid at work (+F) for someone in each crew
	Expiry:

	☐
	Aerial rescue training and rescue plan (climbing or MEWP work)
	

	☐
	Risk assessments and method statements read and suitable
	

	☐
	Written H&S policy (if 5 or more employees)
	

	☐
	LOLER reports for climbing kit, rigging and lifting equipment
	Next due:

	☐
	Equipment service and maintenance records
	

	Where the work needs it

	☐
	Waste carrier registration checked on the public register
	Number:

	☐
	Driving and towing entitlement (ARB-HR-013 for our vehicles)
	

	☐
	Traffic management training and highway permit
	

	☐
	Professional indemnity, hired-in plant or contractors’ all risks insurance
	

	☐
	References or trial job
	

	☐
	Accreditations (AA Approved Contractor, CHAS, SafeContractor, Constructionline)
	

	☐
	CDM: principal contractor’s requirements known and met
	

	Agreement and standards

	☐
	Agreed to our bribery, fraud, tax and modern slavery standards (ARB-POL-01, 06, 07, 08)
	

	☐
	Subcontractor Agreement (ARB-HR-007) signed
	

	☐
	Employment status considered (CEST result on file if labour-only)
	



	✓
	Decision
	Notes

	☐
	Approved (scope written below)
	

	☐
	Conditionally approved (conditions below, Director signs)
	

	☐
	Not approved (reason below)
	



	Approved scope
	For example: ground-based felling and chipping only, no climbing

	Conditions and deadline
	

	Checked by (name, date)
	

	Director approval (if needed)
	




	B
	Appendix B: Site monitoring record
Team Leader  ·  About 10 minutes on site

	Use this on a subcontractor’s first job, on high-risk work, and for spot checks. Be fair and specific: note what went well as well as what did not.
	Subcontractor
	
	Date
	

	Job and address
	
	Team Leader
	

	People on site
	
	Risk level
	






	Check
	Good
	OK
	Action needed
	N/A

	Site induction and briefing done for everyone
	☐
	☐
	☐
	☐

	Risk assessment and method statement followed
	☐
	☐
	☐
	☐

	Correct PPE and pre-use checks
	☐
	☐
	☐
	☐

	Exclusion zones, public and traffic controlled
	☐
	☐
	☐
	☐

	Rescue plan in place and rescuer present (climbing / MEWP)
	☐
	☐
	☐
	☐

	Quality: to specification, quote and BS 3998 where specified
	☐
	☐
	☐
	☐

	Environment: wildlife, biosecurity, spills, waste
	☐
	☐
	☐
	☐

	Conduct with customer, neighbours and crew
	☐
	☐
	☐
	☐

	Site left clean and tidy
	☐
	☐
	☐
	☐

	Paperwork supplied on time
	☐
	☐
	☐
	☐



	Problem found
	Action agreed
	By whom
	By when
	Done (date)

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



	Overall
	☐ Satisfactory    ☐ Improvement needed    ☐ Stopped work / removed from site

	Team Leader signature
	

	Subcontractor signature
	



	C
	Appendix C: Annual subcontractor review
Office or Manager  ·  About 15 minutes per subcontractor

	Complete at least every 12 months, and after any serious problem. Use the site monitoring records, incidents, complaints and customer feedback.
	Subcontractor
	
	Review date
	

	Approved scope
	
	Jobs this year
	






	Area
	1 Poor
	2 Fair
	3 Good
	4 Very good

	Safety record and following risk assessments
	☐
	☐
	☐
	☐

	Quality of work and rework needed
	☐
	☐
	☐
	☐

	Environmental care and waste records
	☐
	☐
	☐
	☐

	Reliability: turning up, finishing on time
	☐
	☐
	☐
	☐

	Communication and cooperation
	☐
	☐
	☐
	☐

	Customer feedback and complaints
	☐
	☐
	☐
	☐

	Paperwork and evidence kept up to date
	☐
	☐
	☐
	☐

	Response to problems and corrective actions
	☐
	☐
	☐
	☐



	✓
	Outcome
	Notes

	☐
	All evidence still in date (Appendix A re-checked)
	

	☐
	Keep approved for the same scope
	

	☐
	Change scope (details below)
	

	☐
	Conditional approval with actions
	

	☐
	Suspend or remove (reason below)
	



	Comments and actions
	

	Reviewed by (name, date)
	

	Next review due
	




	D
	Appendix D: Approved subcontractor list
Office  ·  Check at least [monthly]

	One row per subcontractor. Highlight anything that expires in the next 30 days. A subcontractor with expired evidence is suspended until it is renewed.
	Name
	Approved scope
	Level
	Status
	PL expiry
	EL expiry
	Tickets / LOLER next due
	Next review

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	







	Policy statement
We use only subcontractors who are competent, insured and legal to work, and we make sure they work safely and to our standards. We check them before they start, monitor them on site, and act promptly when something is wrong.
Signed on behalf of [COMPANY NAME]. This policy is reviewed at least every 12 months.
	
	Director / Managing Director

	Name
	

	Signature
	

	Date
	






Related documents
	Reference
	Document

	ARB-HR-007
	Subcontractor Agreement (including Schedule 1 evidence and Schedule 2 Work Order)

	ARB-HR-008
	Subcontractor Onboarding Checklist (including the site safety induction)

	ARB-HR-004
	Right to Work Check Record

	ARB-HR-013
	Driver Authorisation Form

	ARB-POL-01
	Anti-Bribery, Corruption & Competition Law Policy

	ARB-POL-06
	Fraud Prevention & Financial Integrity Policy

	ARB-POL-07
	Tax Evasion Prevention Policy

	ARB-POL-08
	Modern Slavery & Human Trafficking Policy

	ARB-POL-04 / 13 / 15
	Data Protection Policy; Biosecurity Policy; Customer Care and Complaints Policy

	[ref]
	Health & Safety Policy, Environmental Policy, Approved Supplier Procedure



Document control
	Document
	Subcontractor Selection and Monitoring Policy (ARB-POL-19)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if any trigger in Section 10 happens



	Ver.
	Date
	Author
	Summary of changes

	1.0
	[DATE]
	[INITIALS]
	First edition created
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