[Insert Company Logo Here]	Combined Survey and Job Sheet  |  [COMPANY NAME]
[COMPANY NAME]  –  ON-SITE FORM
COMBINED SURVEY AND JOB SHEET
	At a glance

	What it is for
	Small domestic jobs: survey, quote, work instruction and completion on one form.
	Who fills it in
	Surveyor (Part 1), customer (Section 4), Team Leader (Part 2).

	When
	At the survey, then on the day of the work.
	Time needed
	About 20 minutes at survey, 15 minutes on the day.

	You will need
	Phone camera, measure, council TPO map, cancellation form, SSRA form.
	Where it goes
	Job file. Keep [6 years] after the job; waste notes 2 years.

	Form reference
	ARB-SITE-003  ·  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  ◄ this form
	2  Job Sheet  ◄ this form
	3  SSRA + Method Statement
	4  Wildlife check
	5  Work
	6  Job completion



	How to fill this in

	1
	Surveyor: check the job passes the "Is this the right form?" test below, complete Part 1 on site, go through Section 4 with the customer and give them a copy with the cancellation form.

	2
	Team Leader: on the day, do the SSRA and crew briefing (ARB-SITE-004) first, then complete Part 2 as you go and hand it in.



	Is this the right form? Tick every box. If any box is not ticked, use ARB-SITE-001 and ARB-SITE-002 instead.
	✓

	Home customer, or a small business customer, and a simple site
	☐

	Up to [1 day] of work, and a price up to [£x] including VAT
	☐

	No MEWP, crane or highway traffic management needed
	☐

	No overhead power lines within 10 m of the work, or within 2 tree lengths of a tree to be felled
	☐

	Permissions clear before booking: no TPO or conservation area consent still waiting, and no felling licence needed
	☐

	No complex rigging or dismantling over buildings, roads or other high-risk targets
	☐

	This form does not replace the SSRA. The Team Leader still completes and briefs the Site Specific Risk Assessment and Crew Briefing (ARB-SITE-004) on the day, before any work starts. If the site is not what Part 1 describes, stop and call a Manager.



	PART 1 – SURVEY AND QUOTE   Surveyor, then the customer signs Section 4.

	1
	Customer and site     Section 1 of 8  ·  About 3 minutes  ·  Surveyor

		Customer name
	
	Survey date and time
	

	Site address
	
	Postcode
	






	Phone
	
	Email
	

	Site contact or keyholder
	If different from the customer
	what3words
	e.g. ///table.lamp.river

	Customer type
	☐ Home customer    ☐ Business, council or landlord
	Tree owner
	☐ Customer    ☐ Someone else:

	Quote reference
	[Q-REF]
	Surveyor
	



	2
	Access, hazards and permissions     Section 2 of 8  ·  About 5 minutes  ·  Surveyor

		Access – tick everything that applies

	☐ Front access
	☐ Rear or side access
	☐ Narrow or low access
	☐ Steps or slope

	☐ Soft or wet ground
	☐ Gate key or code
	☐ Neighbour’s land
	☐ Parking restriction






	Gate size
	Width:            Height:
	Parking
	Vehicle and trailer, e.g. on drive

	Chipper spot
	e.g. at kerb, chute away from path
	Drop zone
	



	Hazards seen – tick everything that applies

	☐ Overhead power lines
	☐ Phone or other cables
	☐ Buildings or glazing
	☐ Highway or road

	☐ Public footpath
	☐ Underground services
	☐ Walls or fences
	☐ Sheds, greenhouses

	☐ Ponds or water
	☐ Children or public
	☐ Livestock or pets
	☐ Decay or storm damage



	Hazard locations and likely controls
	e.g. phone line crosses front of T2 at 5 m – lower sections away from it

	TPO or conservation area
	☐ Tree Preservation Order (TPO)    ☐ Conservation area    ☐ Neither    ☐ Not yet known – office to check before booking



	Council checked
	Date checked
	How checked
	Checked by
	TPO or application ref.
	Decision or notice date

	
	
	☐ Map    ☐ Phone    ☐ Email
	
	
	



	Do not book until
	e.g. consent granted; 6 weeks after the notice date; council confirms no TPO

	Felling licence (England)
	☐ No felling    ☐ Exception applies – which:    ☐ Licence needed: use ARB-SITE-001

	Wildlife and nesting season
	☐ Work falls in the main nesting season (roughly February to August)    ☐ Nests seen    ☐ Bat roost features    ☐ None seen
☐  Wildlife check (ARB-SITE-006) needed before work

	Pests and disease
	☐ None seen    ☐ Signs seen:     ☐  Site Biosecurity Plan (ARB-SITE-007) needed




	3
	The work, method and equipment     Section 3 of 8  ·  About 5–10 minutes  ·  Surveyor

		Tree no.
	Species
	Location
	Work (BS 3998:2010 terms, with measurements)
	Arisings
	Price £ ex VAT
	Done

	Write it in BS 3998:2010 terms, with measurements: “crown reduction by up to [x] m, leaving a crown about [x] m high and [x] m wide”, “crown lift to [x] m above ground level”, “remove deadwood over [x] mm diameter”. Not “top it”, “trim it” or “cut back 30%”.

	T1
	e.g. Cherry
	e.g. Front lawn
	e.g. Crown reduction by up to 1.5 m, leaving a crown about 6 m high and 5 m wide
	☐ Remove
☐ Leave
	
	☐






	T
	
	
	
	☐ Remove
☐ Leave
	
	☐

	T
	
	
	
	☐ Remove
☐ Leave
	
	☐

	T
	
	
	
	☐ Remove
☐ Leave
	
	☐

	T
	
	
	
	☐ Remove
☐ Leave
	
	☐



	Tree condition seen
	e.g. deadwood over the path; ivy on stem
	Why the customer wants it
	e.g. light to kitchen

	Discussed, not included
	e.g. neighbour’s overhang; front hedge

	Likely method
	☐ Ground-based    ☐ Climbing    ☐ Ladder (access only, where the risk assessment justifies it)    ☐ Combination

	Equipment needed
	☐ Chipper    ☐ Stump grinder    ☐ Climbing kit    ☐ Rigging kit    ☐ Pole saw    ☐ Ground mats    ☐ Signs and cones    ☐ Other:

	Waste, logs and chip
	☐ We remove branches and chip    ☐ Chip left – where:    ☐ Logs left – cut to rings / stacked where:

	Photos taken
	☐ Trees    ☐ Access    ☐ Boundaries    ☐ Structures    ☐ Hazards     Folder or ref:



	4
	Price, acceptance and your right to cancel     Section 4 of 8  ·  About 5 minutes  ·  Surveyor with the customer

		Price (ex VAT)
	£
	VAT
	[20]%  =  £

	Total price (inc VAT)
	£
Includes every charge you have to pay
	Deposit
	£              due:






	Quote valid until
	e.g. 30 days from the survey date
	Payment terms
	e.g. on completion

	Likely start and duration
	
	VAT number
	[GB 123 4567 89]   ☐ Not VAT registered

	Included
	☐ The work above, to BS 3998:2010    ☐ Waste as above    ☐ Clearing up and blowing or sweeping hard surfaces    ☐ Other:

	Not included
	☐ Stump grinding, unless listed    ☐ Removing roots    ☐ Repairs to walls, paths or drains    ☐ Other:

	How is this being agreed?
	☐ At your home or on site with us    ☐ By phone, email or online    ☐ At our office    ☐ Business customer
The first two give a home customer a 14-day right to cancel. Give the cancellation form (ARB-POL-15, Appendix B) before they sign.



	Home customers: your right to cancel
If you agree this quote at home, on site, or by phone, email or online, you can cancel within 14 days of agreeing, for any reason. Tell us by any clear means, or use the cancellation form we gave you. We refund any payment, including the deposit, within 14 days of hearing from you. We will not start within the 14 days unless you ask us to, below. If you ask us to start and then cancel, you pay for the work done up to the time you tell us. Once the work is finished, you can no longer cancel. None of this affects your other legal rights.



	I accept this quote
	I accept quote [Q-REF] for the work in Section 3, at the total price shown, including VAT.
Name:                                          Signature:                                          Date:

	Starting within 14 days (home customers only)
	☐  I ask you to start the work before the 14-day cancellation period ends. I understand that if I cancel after work has started, I will pay for the work done up to the time I tell you, and that I lose my right to cancel once the work is finished.
Signature:                                                                   Date:

	Privacy and your choices
	We use your details, and photos of your trees and property, to quote, do the work and keep job records (Privacy Notice, ARB-POL-05: [website link]). Optional – tick if you agree:
☐  You may use photos of the work at my property on your website and social media (no house number or street name shown).
☐  You may contact me about [tree care reminders and offers] by   ☐ email   ☐ text   ☐ phone.

	Not happy? Tell us
	Speak to your Team Leader on the day, or contact [name] on [phone] or [email]. We acknowledge complaints within [2 working days] and aim to resolve them within [10 working days] (ARB-POL-15).

	Given to customer
	☐ Copy of Part 1    ☐ Cancellation form    ☐ Privacy Notice
	Surveyor signature
	





	PART 2 – ON THE DAY   Team Leader. Job reference: [JOB-REF]   Planned date: ____________

	5
	Crew and before you start     Section 5 of 8  ·  About 5 minutes  ·  Office, then Team Leader on arrival

		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 (ARB-POL-01, 7.3)
	

	Groundsperson
	
	
	



	Check
	Status
	Reference or notes

	Vehicles and plant pre-use checks done (ARB-EQ forms), no defects
	☐ Yes    ☐ N/A
	Reg. or asset nos.

	Permissions confirmed (TPO or conservation area, felling exception record) and neighbours told
	☐ Yes    ☐ N/A
	

	Home customer early start request signed (Section 4), if starting within 14 days
	☐ Yes    ☐ N/A
	

	Site matches Part 1 – trees, access, hazards and scope
	☐ Yes    ☐ No: stop, call a Manager
	

	SSRA and crew briefing (ARB-SITE-004) done and signed, including tool vibration trigger times (HAVS, ARB-HR-011)
	☐ Done
	

	Work at height: hierarchy applied, anchors checked, 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
	



	6
	Changes agreed on the day     Section 6 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, 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 grind the T1 stump
	Customer asked
	
	
	

	
	
	
	
	




	7
	Time on site, waste and completion     Section 7 of 8  ·  About 5 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:

	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 cleaned before leaving    ☐ N/A



	Completion

	☐ All work in Section 3 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)



	8
	Customer sign-off, defects and near misses     Section 8 of 8  ·  About 5 minutes  ·  Team Leader with the customer

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



	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, complaint, or work stopped for wildlife, weather or services?
	☐
	☐
	



	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
When to use this form. Use ARB-SITE-003 for small, simple domestic jobs where one form can carry the survey, quote, work instruction and completion record. Set your own limits in the "Is this the right form?" box (for example 1 day and £[x]). Anything bigger, or with a MEWP, crane, traffic management, power lines, pending tree permissions, a felling licence or complex rigging, uses ARB-SITE-001 and ARB-SITE-002, with a method statement (ARB-SITE-005) where needed. Whichever form you use, the SSRA (ARB-SITE-004) is still done and briefed on the day. That is what auditors expect to see (Management of Health and Safety at Work Regulations 1999, reg 3; ARB-POL-01, 5.1).
The law (checked 27/09/2026). The same legal points apply as for ARB-SITE-001 and ARB-SITE-002. In short:
1. Cancellation rights: Consumer Contracts Regulations 2013. Home customers agreeing at home or at a distance have 14 days to cancel. Give the cancellation form on paper (or by email if they agree) before they sign. Work may start within the 14 days only on an express request, on paper or email for off-premises contracts (reg 36). Source: legislation.gov.uk.
1. Prices: DMCC Act 2024 – the total must include every mandatory charge, with VAT shown for home customers.
1. Trees: TPO consent or 6 weeks’ conservation area notice (Town and Country Planning Act 1990, s211) before work. Felling licence (Forestry Act 1967) unless an exception applies, for example garden trees. Source: GOV.UK.
1. Wildlife: Wildlife and Countryside Act 1981 – no damaging or destroying nests in use or being built. Main nesting season roughly February to August.
1. Waste: Environmental Protection Act 1990 s34 duty of care; keep waste transfer notes for 2 years (GOV.UK).
1. Work at height and rescue: Work at Height Regulations 2005, reg 4 and reg 6; at least 2 people for aerial work, with an aerial rescuer ready on the ground (ARB-POL-01, Section 7).
Errors fixed from the originals. The older combined form listed the ladder as a normal work method. It had no price, VAT, cancellation rights, customer sign-off, waste transfer note or incident questions. The newer draft repeated the whole work table in Part 2. Now the work table has a Done column, the ladder is limited to access where the risk assessment justifies it, and Part 2 records what happened.
Tailor it. Set your limits, VAT number, waste carrier number, complaints contact and times. Delete this box before use.
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-002
	Job Sheet

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

	ARB-SITE-006
	Wildlife and Protected Species Check

	ARB-POL-15
	Customer Care and Complaints Policy (Appendix B cancellation form)

	ARB-POL-01
	Health and Safety Policy



Document control
	Document
	Combined Survey and Job Sheet (ARB-SITE-003)

	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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