JOB SHEETS AND SUVEY FORMS
Using the survey form
FILLING IN A JOB SHEET 

We use job sheets to describe one-off bits of work that needs to be done. The sheets come from our report line, requests from groups and work we spot is needed when we are out walking.

You will find a copy of the job sheet on the next page.

Copies kept in the pigeon holes at White ribbon, just hep yourself to a few copies to keep at home. Or you can print off a copy to fill in by hand – we haven’t figured a complete electronic system yet. 
Although the sheet is designed for single jobs, it can cope with a cluster of two or three in one location, more than that it is easier to use a survey sheet. 
Don’t worry too much about completing the estimate of volunteer days, skills, tools or materials. You can leave these blank or fill in some and someone will visit and do an estimate. At White Ribbon, there is a laminated costing sheet that you can use to estimate the cost of work. As you gain experience, you will be able to put in better estimates.
When you have filled it in, either leave it in secretary’s pigeon hole at White Ribbon or give it to one of the area co-ordinators (see doc on work organisation).
The section on the back of the form is used when the work hasn’t been completed and needs to go back into the system.
JOB SHEET FOR CROWS WORK 

	Location of the work 


	Date reported

	Who reported  

problem 
	Contact number
	Path line ref



	Who checked 

what’s involved 
	Date

	RoW number 

Grid ref if known
	Distance or walk time from vehicle:

	Landowner   
not needed     

contacted 

CROWS plaque agreed
	Contact details 



	RoW blockage? 


	(Highways dept contacted?)


	Details about the problem


	Description of work needed 


	Estimate of number of volunteer/days needed 
	

	Materials needed (including type and dimensions if possible)



	Approximate cost (based on estimates of materials & volunteer days above and/or using costing sheet)
	£

	Funding source available (agreed?)




	Tools and equipment (add number or make your own list)
 


DRAINAGE   Azads
  Spades
 Mattocks 
CUTTING BACK
        Shears         Loppers         Slashers         Bow saws

CONSTRUCTION      Bars    small spades   Panel saws    Bow saws  Tool box

OTHER


	Any particular skills needed/ Strenuous of job/Risks




AFTER THE WORK PARTY

	Leader
	Date



	Materials – any extras used
	No of 

volunteers


	All work completed


	Put in secretary’s pigeon hole at White Ribbon


	Any work still to do? (continuation of work on current task or new job that has emerged)
Hold on to job sheet and range extra work party or put sheet back in appropriate work file for someone else to arrange work party




	Anything else?




USING THE SURVEY FORM
There are occasions when we want to look at a complete path where we expect to find a number of problems. The job sheet doesn’t work well in this situation so we have devised a survey sheet (see next page).

Obviously there is not as much detail so sometimes a series of job sheets will need to be completed later. However, we often find that if the survey sheet is fill in with some detail it will be good enough to use.

Again, copies are available from the pigeon holes at White Ribbon
SURVEY REPORT FOR FOOTPATH 
Location  …………………………………………………………………………………………………..

	Surveyor(s)

	Date 

surveyed

	Type - Footpath or bridleway
	Width    single       double     varies

	Usage  high   moderate    low   negligible   hard to tell
	Length         

	Distance from vehicle access point (if known)
	

	Details about problem 1

	GUIDANCE

Stiles and gates etc

Repairable (details of what pieces need replacing) or whether it needs total replacement, dimensions
Drainage code

1 Impassable 

2 OK with boots

3 OK in walking shoes

4 Very minor issue

Add length of problem 

	Details about problem 2


	Add details eg blocked drain or channel.

Cutting back code

1 impassable

2 very narrow

3 painful (prickles/nettles etc)

Add any details such as type of vegetation (thickness)



	Details about problem 3

	Waymark needed code

1. Existing post ok 
2. . Existing post needs repairing 

3. New post needed 



	Details about problem 4


	Details about problem 5


	Details about problem 6


	Details about problem 7


	Anything else? 




