[Insert Company Logo Here]	Job Sheet  |  [COMPANY NAME]
[COMPANY NAME]  –  ON-SITE FORM
JOB SHEET
	At a glance

	What it is for
	Tells the crew what to do, and records what was done.
	Who fills it in
	Office or Surveyor (Sections 1–4), then the Team Leader on the day.

	When
	Issued before the job. Completed on site, handed in the same day.
	Time needed
	About 10 minutes to issue, 15 minutes on the day.

	You will need
	The accepted quote (ARB-SITE-001), SSRA (ARB-SITE-004), permissions.
	Where it goes
	Job file. Keep [6 years] after the job; waste notes 2 years.

	Form reference
	ARB-SITE-002  ·  Version 2.0  ·  Issued [DD/MM/YYYY]
	Job reference
	[JOB-REF]  – write it on every form in the pack



Where this fits in the job pack   (each step links by the job reference)
	1  Survey & Quote
	2  Job Sheet  ◄ this form
	3  SSRA + Method Statement
	4  Wildlife check
	5  Work
	6  Job completion



	How to fill this in

	1
	Office: fill in Sections 1, 2 and 4 from the accepted quote, and tick the permissions in Section 3 before the crew leaves the yard. Send the SSRA form, plans and photos with it.

	2
	Team Leader: on arrival, check the site matches this sheet, then do the SSRA and crew briefing (ARB-SITE-004) before any work.

	3
	Record changes, times and waste as you go. At the end, walk round with the customer, get their sign-off and hand the sheet in with the photos.



	1
	Job details     Section 1 of 8  ·  About 5 minutes  ·  Office or Surveyor

		Job reference
	[JOB-REF]
	Quote reference
	[Q-REF]  (ARB-SITE-001)

	Customer name
	
	Site contact on the day
	Name:                    Tel:






	Site address
	
	Postcode, what3words
	

	Planned date(s)
	
	Expected duration
	

	Team Leader
	
	Issued by and date
	



	2
	Crew, vehicles and plant     Section 2 of 8  ·  About 3 minutes  ·  Office, then Team Leader

		Role
	Name
	Competence checked (certificate or card)
	Briefed (initials)

	Team Leader
	
	e.g. NPTC chainsaw units, first aid (EFAW+F)
	

	Climber
	
	e.g. tree climbing and aerial rescue certificate
	






	Aerial rescuer
	
	No aerial rescuer, no climb. On the ground, competent, equipped and ready, with rescue kit set up (ARB-POL-01, 7.3)
	

	Groundsperson
	
	
	

	Groundsperson
	
	
	

	Other or subcontractor
	
	e.g. MEWP operator, crane, TM crew (ARB-POL-19)
	



	Vehicle, trailer or plant
	Reg. or asset no.
	Pre-use check done
	Defects found

	e.g. tipper and chipper
	
	☐ Done  ARB-EQ-____
	☐ None    ☐ Reported

	
	
	☐ Done  ARB-EQ-____
	☐ None    ☐ Reported

	
	
	☐ Done  ARB-EQ-____
	☐ None    ☐ Reported



	3
	Before you start: permissions and safety     Section 3 of 8  ·  About 5 minutes  ·  Office before the day, Team Leader on arrival

		Check
	Status
	Reference or notes

	Permissions – office confirms before the crew leaves the yard

	TPO consent or conservation area notice – consent granted, or 6 weeks passed
	☐ Yes    ☐ N/A
	

	Felling licence, or the exception record, is in the pack
	☐ Yes    ☐ N/A
	






	Customer told the date and arrival time
	☐ Yes    ☐ N/A
	

	Neighbours told, and access to their land agreed if needed
	☐ Yes    ☐ N/A
	

	Highway permit, traffic management plan or parking suspension
	☐ Yes    ☐ N/A
	

	Network operator method agreed (work within 10 m of power lines)
	☐ Yes    ☐ N/A
	

	Home customer early start – signed request to start within 14 days (ARB-SITE-001, Section 8)
	☐ Yes    ☐ N/A
	

	Wildlife check (ARB-SITE-006) and biosecurity plan (ARB-SITE-007) done
	☐ Yes    ☐ N/A
	

	Safety – Team Leader on arrival, before any work

	Site matches this sheet – trees, access, hazards and scope
	☐ Yes    ☐ No: stop, call a Manager
	

	SSRA and crew briefing (ARB-SITE-004) done, and everyone has signed
	☐ Done
	

	Method statement (ARB-SITE-005) briefed, where the job needs one
	☐ Yes    ☐ N/A
	

	Aerial rescue plan briefed and rescue kit set up
	☐ Yes    ☐ N/A
	

	Emergency details on the SSRA: nearest A&E, meeting point, what3words
	☐ Done
	

	Welfare: toilets, hand washing, drinking water
	☐ On site    ☐ Off site – where:
	



	4
	The work to do     Section 4 of 8  ·  Copy from the accepted quote  ·  Office or Surveyor

		Tree no.
	Species
	Location
	Work to do (as quoted, BS 3998:2010 terms)
	Done
	Notes

	T1
	e.g. Ash
	e.g. Rear garden, over garage
	e.g. Section fell to ground level. Rig limbs clear of garage roof. Leave stump at 100 mm.
	☐
	

	T
	
	
	
	☐
	






	T
	
	
	
	☐
	

	T
	
	
	
	☐
	

	T
	
	
	
	☐
	

	T
	
	
	
	☐
	



	Access route
	
	Parking and chipper
	

	Drop and exclusion zones
	
	Stacking or loading point
	

	Protection to put down
	e.g. mats on lawn, boards over paving, sheet over pond
	Must not be cut or damaged
	e.g. neighbour’s magnolia, bird box on T2

	Critical instructions
	Anything that could cause a failed visit, damage or an unsafe change if missed, e.g. order of trees, customer wants logs stacked by the shed, gate code 1234




	5
	Changes agreed on the day     Section 5 of 8  ·  As they happen  ·  Team Leader with the customer

		What changed
	Why
	Price change £
	Customer initials
	Team Leader initials

	Agree the change and price before you start it. If it affects the method, controls, permissions or crew (e.g. new decay, a nest, a buried service, work beyond a TPO consent), stop, call a Manager and update the SSRA. For home customers the office confirms extras in writing the same day (ARB-POL-15).

	e.g. also remove deadwood from T3 over the path
	Customer asked
	
	
	

	
	
	
	
	

	
	
	
	
	







	6
	Time on site, waste and arisings     Section 6 of 8  ·  About 3 minutes  ·  Team Leader

		Date
	Time on site
	Time off site
	Crew on site (no.)
	Team Leader initials

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	






	Branches and chip
	☐ Removed    ☐ Left on site – where:
	Logs
	☐ Removed    ☐ Left – where:

	Stump grindings
	☐ N/A    ☐ Removed    ☐ Left or backfilled
	Amount taken away
	e.g. 2 chipper loads, about 8 m³

	Waste carrier reg. no.
	[CBDU000000]
	Waste transfer note ref.
	Or season ticket ref. and date of this load

	Taken to
	Site name and permit or exemption
	Biosecurity
	☐ Kit and vehicles cleaned before leaving (ARB-SITE-007)    ☐ N/A



	7
	Completion and customer sign-off     Section 7 of 8  ·  About 5 minutes  ·  Team Leader with the customer

		☐ All work in Section 4 done to the specification
	☐ Site cleared, swept and blown
	☐ Road, path and gutters cleared of debris

	☐ Ground and property checked: no damage
	☐ Damage found – told customer and office
	☐ After photos taken (same views as before)

	☐ Gates closed and locked as agreed
	☐ Customer walked round the finished job
	☐ Customer not on site – photos sent on:






	Customer sign-off
	The work above has been finished and the site left as agreed.
How happy are you with the work?     ☐ Very happy     ☐ Happy     ☐ Not happy – please tell us why below
Signing does not affect your legal rights. If anything is wrong later, contact us (ARB-POL-15).




	Customer comments
	



	Customer name
	
	Signature and date
	

	Photos: marketing use
	☐ Customer agreed on the quote    ☐ Not agreed – job records only



	8
	Defects, near misses and Team Leader sign-off     Section 8 of 8  ·  About 3 minutes  ·  Team Leader

		Question
	Yes
	No
	If yes: what, and report ref.

	Any equipment defects? (tag it out; report on ARB-EQ-000)
	☐
	☐
	

	Any near miss, accident or injury? (report the same day; accident book)
	☐
	☐
	

	Any damage to property, or a complaint from the customer or a neighbour?
	☐
	☐
	

	Was work stopped for wildlife, weather, services or any other reason?
	☐
	☐
	



	Team Leader
	
	Signature and date
	

	Office check
	☐ Job file complete    ☐ Photos saved    ☐ Invoice raised
	Checked by and date
	






	Guidance for the business owner – remove before issue
Why this form matters. The Job Sheet is the written work instruction and the record of what happened. Auditors (Constructionline, CHAS, SafeContractor, ARB Approved Contractor) look for evidence that the crew was competent, the permissions and risk assessment were in place before work started, changes were controlled, waste went through the duty of care, and incidents were reported. It must match ARB-POL-01 Health and Safety: Section 7 (work at height, aerial rescue, LOLER) and Section 12 (emergencies, first aid, RIDDOR).
The law (checked 27/09/2026)
1. Risk assessment and planning. Management of Health and Safety at Work Regulations 1999, reg 3; Work at Height Regulations 2005, reg 4 (work planned, supervised and done safely, including rescue). HSE tree work guidance: at least 2 people for aerial work, with one of the ground team able to carry out an aerial rescue without delay. The Job Sheet does not replace the SSRA (ARB-SITE-004).
1. Waste duty of care. Environmental Protection Act 1990, s34 and the Waste Duty of Care Code of Practice. A waste transfer note must go with waste you pass on, and both parties keep it for 2 years. A season ticket can cover repeat transfers for up to a year where the holder, carrier and waste type stay the same, with a schedule of each load. You need a waste carrier registration to carry waste. Source: GOV.UK “Waste transfer notes”. Waste carrier rules move into environmental permitting from about 2027 (ARB-ENV-01).
1. Changes on site for home customers. Consumer Contracts Regulations 2013 and ARB-POL-15: agree extra work and price before starting it, and confirm it in writing. Take advice if you are unsure whether cancellation rights apply to an on-site change.
1. Accidents. RIDDOR 2013: deaths and specified injuries reported without delay, over-7-day injuries within 15 days. Record all injuries in the accident book (ARB-POL-01, 12.4).
1. Protected trees and wildlife. Do not work beyond a TPO consent or conservation area notice. It is an offence to intentionally damage or destroy a wild bird’s nest while it is in use or being built (Wildlife and Countryside Act 1981). Stop and seek advice if you find nests, bats or other protected species.
Tailor it. Add your waste carrier number, usual waste sites, competence cards you check, and your photo rules. If you use a job management app, make sure it captures every field here, including customer initials for changes. Delete this box before use.
Link it. ARB-SITE-001 Survey and Quote; ARB-SITE-004 SSRA and Crew Briefing; ARB-SITE-005 Method Statement; ARB-SITE-006 Wildlife check; ARB-SITE-007 Biosecurity Plan; ARB-EQ pre-use checks and ARB-EQ-000 Defect Report; ARB-POL-19 Subcontractors; ARB-POL-22 Lone Working; ARB-POL-30 Vehicles; ARB-ENV-01 Aspects Register.
Arborella provides this template as documentation support. It does not replace your site risk assessment or a competent person’s judgement on site.



Related documents
	Reference
	Document

	ARB-SITE-001
	Tree Survey and Quotation Form

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

	ARB-SITE-005
	Method Statement (RAMS)

	ARB-EQ-000
	Equipment Defect Report and Log

	ARB-POL-01
	Health and Safety Policy

	ARB-POL-15
	Customer Care and Complaints Policy



Document control
	Document
	Job Sheet (ARB-SITE-002)

	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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