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This guidance note has been prepared by the SSN team at KSB to support 

you to fill in your report. Please read this carefully before contacting the team 

with any questions. There is also further support and information available 

on the SSN website and via the Knowledge Hub. 

http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/
https://khub.net/home
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Introduction & Context 
 
The following guidance notes have been developed to assist Integration Joint Boards (IJBs) to 
complete their Public Bodies Climate Change Duties (PBCCD) reports for 2016-17. Where 
relevant there is accompanying information, shaded red, explaining how to enter the information 
in the correct format into the online reporting form. 
 
This guidance has been designed, where possible, to suit the many functions and experience 
of the different public bodies completing the form. If you have any questions which aren’t 
addressed in the guidance, please contact SSN at ssn@keepscotlandbeautiful.org  
 
This guidance does not replace existing environmental reporting guidelines. We would 
recommend DEFRA’s Environmental Reporting Guidelines which can be accessed at 
https://www.gov.uk/government/publications/environmental-reporting-guidelines-including-
mandatory-greenhouse-gas-emissions-reporting-guidance   
 
Further support and resources on Climate Change Reporting can be accessed on the SSN 
webpages at http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-
scotland-network/climate-change-reporting/  
 

The Public Bodies Climate Change Duties Reporting Platform  
 
The Public Bodies Climate Change Duties Reporting Platform contains both the required and 

recommended sections of the reporting template.  

Reports should be submitted by 30 November 2017 through the online reporting platform -  
https://procxed.scotxed.net/ProcXed/Security/Logon.aspx 

A separate technical guidance document on how to use the online system has been produced 
and can be found on the SSN website at http://www.keepscotlandbeautiful.org/sustainability-
climate-change/sustainable-scotland-network/climate-change-reporting/climate-change-
reporting-resources/online-reporting-platform-orp/  
 

The Legislative Context 
 
In 2009, the Scottish Parliament passed the Climate Change (Scotland) Act . Part 4 of the Act 
states that a “public body must, in exercising its functions, act: in the way best calculated to 
contribute to the delivery of (Scotland’s climate change) targets; in the way best calculated to 
help deliver any (Scottish adaptation programme); and in a way that it considers most 
sustainable”.  
 
The three elements of the public bodies climate change duties are: 
 

• Mitigation - Reducing Greenhouse Gas Emissions 
The first element of the duties is that, in exercising their functions, public bodies must act in 
the way best calculated to contribute to delivery of the Act's greenhouse gas emissions 
reduction targets. Reducing emissions is referred to as climate change mitigation. 

 
The Act has set an interim target of a 42% reduction in greenhouse gas emissions by 2020 
and an 80% reduction in greenhouse gas emissions by 2050, on a 1990 baseline. The long-
term targets will be complemented by annual targets, set in secondary legislation.  

 

• Adaptation - Adapting to the Impacts of a Changing Climate 

mailto:ssn@keepscotlandbeautiful.org
https://www.gov.uk/government/publications/environmental-reporting-guidelines-including-mandatory-greenhouse-gas-emissions-reporting-guidance
https://www.gov.uk/government/publications/environmental-reporting-guidelines-including-mandatory-greenhouse-gas-emissions-reporting-guidance
http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/climate-change-reporting/
http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/climate-change-reporting/
https://procxed.scotxed.net/ProcXed/Security/Logon.aspx
http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/climate-change-reporting/climate-change-reporting-resources/online-reporting-platform-orp/
http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/climate-change-reporting/climate-change-reporting-resources/online-reporting-platform-orp/
http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/climate-change-reporting/climate-change-reporting-resources/online-reporting-platform-orp/
http://www.gov.scot/Topics/Environment/climatechange/legislation
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The second element of the duties is that public bodies must, in exercising their functions, 
act in the way best calculated to deliver any statutory adaptation programme. The first 
statutory adaptation programme – Scotland’s Climate Change Adaptation Programme 
(SCCAP) – was published in 2014. While public sector bodies will have varying degrees of 
influence in relation to adaptation, all public bodies need to be resilient to the future climate 
and to plan for business continuity in relation to delivery of their functions and the services 
they deliver. 

 

• Acting Sustainably - Sustainable Development as a Core Value 
The third element of the duties places a requirement on public bodies to act in a way 
considered most sustainable. This element of the duties is about ensuring that, in reaching 
properly balanced decisions, the full range of social, economic and environmental aspects 
are taken into account, and that these aspects are viewed over the short and long term.  

 
The Climate Change (Duties of Public Bodies: Reporting Requirements) (Scotland) Order 2015 
came into force in November 2015 as secondary legislation made under the Climate Change 
(Scotland) Act 2009. The Order requires bodies to prepare reports on compliance with climate 
change duties.  
 
Part 3 of the Climate Change (Scotland) Act places duties on Scottish Ministers including a 
requirement to produce reports on policies and proposals (RPPs) to meet a framework of annual 
targets and contribute to the achievement of interim and 2050 targets. The Draft Climate 
Change Plan – the draft Third Report on Policies and Proposals (RPP3) was published in 
January 2017.  
 

Understanding Behaviour 
 
Understanding and influencing behaviour is critical to development and delivery of policies and 

proposals in the draft Climate Change Plan. To support development of robust and effective 

policies and programmes that take account of the role of behaviours, the draft Climate Change 

Plan recommends using the ISM (Individual, Social, Material) approach. ISM, developed as part 

of the Scottish Government’s Climate Change Behaviours Research Programme, is useful for 

designing behavioural dependencies into any project. It takes account of all the factors that 

influence people’s actions and decisions. ISM supports good practice by helping to identify 

potential barriers, benefits and optimal solutions for introducing organisational change and is 

particularly suited for the design and evaluation of low carbon interventions.   

Figure one (Annex 1) illustrates the role of ISM in helping inform policy development and low 

carbon project design. Information on using ISM including SSN support and resources is 

available at http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-

scotland-network/using-ism-for-sustainable-change/.  

http://www.legislation.gov.uk/ssi/2015/347/contents/made
http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/using-ism-for-sustainable-change/
http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/using-ism-for-sustainable-change/
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Objectives and Principles of Public Sector Reporting 
 
The introduction of required reporting is intended to help with Public Bodies Duties compliance, 

engage leaders and encourage continuous improvement. It is hoped a standardised report will 

assist in providing accurate and consistent performance information to inform the direction of 

future policy, legislation, funding and support services.  

The objectives which inform the introduction of required public sector climate change reporting 
include: 
 

• To aid continuous improvement, to better inform policy and action, and to demonstrate 
and share good practice and progress. 

• To consolidate a range of reporting currently taking place across the public sector major 
players, to reduce reporting fatigue and to improve consistency and clarity of reporting. 

• To ensure long-term commitment and consistency on climate change reporting. 

• To link reporting to the provision of better targeted support provided by Scottish 
Government and its partners. 

• To better align public sector reporting with national level reporting and policy 
development. 

 
For public sector bodies, reporting on climate change activity is good practice since: 
 

• It increases accountability and transparency, making it easier for the public to 
understand how a body is performing in climate change areas. 

• It can assist with better decision making and strategic planning and help identify 
opportunities for financial efficiencies and cost savings by linking forward-looking targets 
with performance indicators.  

• It can support the analysis of historical and comparative data which can help identify 
trends in climate change and business performance.  

• It can assist with leadership engagement and improvement and raises senior 
management awareness of the impacts of climate change.  

• It can assist with integrating climate change objectives in corporate business plans and 
embed climate change action in all departments.  

• It can assist with establishing a climate change reporting hierarchy and the 
mainstreaming of climate change within body decision making.  

 

How to Approach This Report 
 
• Only provide the information you have. If you do not have information for a particular 

question, please use the text box or comments column to explain your situation and action 
planned to develop this area.  

• Report information should be drawn only from the reporting year (e.g. 2016/17) 

• If you cannot complete a question explain (where possible) why the question cannot be 
completed.  

• Provide examples to illustrate answers where required. Please note, some text boxes have 
a maximum word count and these limits are noted against the relevant questions.   

• This is not an assessment process with a pass or fail. This is an opportunity to review climate 
change action within your body and promote continuous improvement.  

• Submission is required on or before 30 November 2017. Build in enough time to your 
reporting year processes to enable submission by this date.  

• Ensure that your login details are operational to allow access to the online reporting platform.  
 
 



PBCCD reports 2016-17 Guidance 

Version 1.6  6    

Other tools available to assist with the completion of the report  
 
A table of useful tools, links and supporting information can be accessed in Annex 1 at the end 
of this document. The key tools that will assist you in completing the report are summarised 
below and public bodies are encouraged to use these: 
 

1. The Climate Change Assessment Tool 
(CCAT). This interactive self-assessment 
tool will provide the body with a 
performance rating and improvement 
actions to undertake. This tool has been 
developed to help self-evaluate 
performance under the climate change 
duties and create a targeted action plan and 
will be useful if climate change processes 
are being developed. 

 
2. The Carbon Footprinting and Project Register 

tool. Carbon foot-printing, creating and maintaining 

a project register, forecasting emissions and target 

setting are all key aspects of a strong carbon 

management plan. To assist in this area of strategy 

and planning, the Carbon Footprint and Project 

Register Tool (CFPR) has been developed by the 

Sustainable Scotland Network, Resource Efficient 

Scotland (a programme delivered by Zero Waste 

Scotland) and partners, to help organisations 

calculate their annual carbon footprint and collate 

and manage their carbon project list. The tool is 

managed by SSN who also provide support with 

using the tool. It will be updated yearly to reflect 

changes in the official Government emission factors. More information on how to access 

the tool and resources to support the tool are available on our website. 

 

 

3. Public bodies are also encouraged to use the ISM (Individual, Social, Material) Tool 
to help inform the design, implementation and evaluation of climate change projects and 
initiatives.  
 
Support for using ISM is available from the Sustainable Scotland Network team at Keep 
Scotland Beautiful.  

 
4. Adaptation Scotland’s 5 Steps to managing your Climate Risks: A Guide for Public 

Bodies in Scotland.  

 

  

http://www.resourceefficientscotland.com/resource/resource-efficient-scotland-climate-change-assessment-tool-ccat
http://www.resourceefficientscotland.com/resource/resource-efficient-scotland-climate-change-assessment-tool-ccat
http://www.resourceefficientscotland.com/resource/carbon-management-plans
http://www.resourceefficientscotland.com/resource/carbon-management-plans
https://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/sustainability-resources/carbon-footprint-and-project-register-tool/
http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/using-ism-for-sustainable-change/
http://www.adaptationscotland.org.uk/how-adapt/tools-and-resources/five-steps-managing-your-climate-risks
http://www.adaptationscotland.org.uk/how-adapt/tools-and-resources/five-steps-managing-your-climate-risks
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Recommended Reporting: Reporting on Wider Influence  
 
The recommended reporting section reflects the diverse yet influential functions that public 
sector major players have in addressing climate change and supporting Scotland’s efforts on 
climate change mitigation and adaptation beyond their estate boundary.  
 
Recommended reporting provides scope for all public sector bodies to go further and continue 
to report additional information, policies and practices available to them which is unique to 
climate change and their body’s functions.  
 
Major players are strongly encouraged to complete this section of the report which will also be 
taken into account as part of the assessment of individual and sector progress and activity.  This 
is especially relevant to bodies who have recorded this information under climate change 
declaration commitments or annual sustainability reports.   
 
It should be noted that it is not essential to complete all questions within this section and that 
public bodies are encouraged to provide as much information as possible.  
 
More information on these standards and templates are contained in Part 7 of this guidance.
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Part 1: Profile of reporting body 
This part of the report provides key information about the reporting body and the reporting year 
covered by the report. It also provides space to record information on metrics relevant to the 
rest of the report, including information on staff numbers, annual budgets, and other factors 
used by the body to measure performance. These metrics can be useful in helping explain 
underlying influences on organisational emissions and other data, and can be used to normalise 
data (for examples ‘emissions per staff employee’ or ‘emissions normalised by budget growth’). 
 

Organisational Profile 
1a 
  

Name of reporting body 
Provide the name of the body that is the subject of this report (“the body”) 

Why: This information must be provided so that it is clear who the reporting body 
is.  

How to 
complete  
 

This will be pre-populated based on the login details for the online reporting 
system.  
If the name of your public body is not present, please contact SSN by email 
at ssn@keepscotlandbeautiful.org  

1b  Type of body 

How to 
complete  

This will be pre-populated to represent the body type selected in question 
1a.  

1c  
 

Highest number of full-time equivalent staff in the body during the report year.  

Why: 
 

This information is required in order to provide a better understanding of the 
scale of activity of the body in addressing climate change in relation to its 
size. It is expected that larger public sector bodies with many staff, large 
budgets and a significant public presence, will be expected to report climate 
change action at a scale that reflects their size.  

How to 
complete  

FTE refers to “full time equivalent” staff. For example; two members of staff 
working 50% of a full time contract would be regarded as one full time staff 
member. There is no need to count any members of staff who work less than 
20% of a full time contract.  

 TIP!  Must be a number. 

1d Metrics used by the body 
Specify the metrics that the body uses to assess its performance in relation to climate 
change and sustainability.  

Why: The body is being asked to detail how it monitors and reports on its 
performance in general. These metrics may be related to growth, service 
provision and performance. This is important to note in order to set the 
context and scale for each individual reporting body.  

How to 
complete 

A reporting metric is any unit of measurement used to monitor, quantify 
and/or report on the consumption of a resource, a service provided or 
process throughput. Major players within the public sector will differ in terms 
of their service provision and so will report using metrics that reflect the 
specific work they carry out. When completing this question, select the 
metrics from the drop down box which applies to the reporting body. Use the 
Comments Column to provide further information on the metric, where 
necessary.  

• If the body uses a metric that is not present, enter this information in the 
cells marked “other” and provide a description of “Units” and an overall 
“Value” of the metric. Multiple “other” options can be added, if necessary.  

Note - the body should not complete the rest of this report using the metrics 
they have stated in the table. This is for background information only. 

mailto:ssn@keepscotlandbeautiful.org
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Example 1 -  Alternative reporting metrics 

 
 TIP! • Units will be automatically populated once the Metric has been selected 

from the dropdown list.  

• To add / remove a Metric select the ‘Add/ Remove’ button from the 
bottom left corner of the table and confirm the action by selecting add / 
remove when prompted.  

1e 
  

Overall budget of the body 
Specify approximate £/annum for the report year.  

Why: 
  

This information is required in order to provide a better understanding of the 
size and therefore the scale of environmental impact of the reporting body. 
This will provide a more accurate picture of whether the body is addressing 
sustainability on the same scale as its impacts.  
 
This should relate to the overall budget of the body, not just what the body 
allocates for climate change. 
 

How to 
complete 

Provide a total sum in £ in the corresponding entry field for 1e.  
Please put a comment to state which part of the budget you have provided. 

 TIP! • Must be a number only with up to 2 decimal places. 

• This question will not allow the use of symbols e.g. £ 

1f 
  

Report Year 
Specify the report year  

Why: 
 

The Government recognises that bodies vary in their administrative time 
periods; financial, calendar and academic reporting years are all being used 
in the public sector. 

How to 
complete  

This question has now been pre-populated for you to ensure that the 
emission factors that are relevant for your reporting period has been 
applied (this is based on your bodies response in 2015/16). For reporting 
years that fall into more than one calendar year, the factors applicable to the 
greatest amount of raw data should be applied. For example, for the period 
from 01 April – 31st March 2017, the 2016 emission factors have been applied 
as 9 months of data falls into the 2016 calendar period. 

• Financial – April – March 

• Calendar year - January to December. 

• Academic – This covers both: 

(1) Academic Fiscal = 01st September – 31st August (= 4 months in 2016, 8 
months in 2017, therefore the 2017 emission factors should be applied). 

(2) Academic Financial = 01 August – 31st July (= 5 months in 2016, 7 
months in 2017, therefore the 2017 emission factors should be applied). 

  TIP! Note: Bodies reporting via an academic reporting year should note that the 
pre-populated emission factors in questions 3a and 3b will be included in the 
system following the publication of 2017 Defra Carbon factors. All other 
questions can be completed in the form in the meantime. 
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If you think that your body has been allocated against the wrong reporting 
year, please contact SSN who will amend this for you. 

1g  Context 
Provide a summary of the body’s nature and functions that are relevant to climate change 
reporting. 
 

Why: 
  

Following feedback on the questions included within the reporting schedule, 
this question has been included in section 1 to enable unique circumstances 
relating to scope of estate, accountability for emissions or function to be 
explained. 
 

How to 
complete 
  

Please provide any narrative within the text box in regards to climate change 
reporting that is descriptive of your public body e.g. 

• Information on body boundary e.g. any exclusions from the reporting 
boundary.  

• Sharing of building facilities with other public bodies or reporting 
agencies and details of how emissions are reported as a result – e.g. if 
your body shares facilities with another public body also completing this 
report, make clear within this section if discussions have taken place to 
avoid double counting of emission sources within reports.  

• Information on unique functions/services the body provides. 
 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words) 
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Part 2: Governance, Management and Strategy  
 
Taking action to strengthen a public body's governance, management and strategy with regard 
to climate change will significantly contribute to the successful implementation of the Climate 
Change Duties.  
 
In this section, the reporting body should be able to demonstrate it has a robust system of 
governance and management in relation to climate change. Governance refers to the 
arrangements in place at Board or Council level (Non-Executive level, i.e. Councillors, Board 
Members, Chair of the Board, etc.), whereas Management refers to senior executive functions 
within bodies (i.e. Chief Executive, Head of Finance, Service Director etc.). Information reported 
should clearly show where responsibility and accountability lies and that individuals and 
organisational groups have clear responsibilities on climate change.  
 
Organisations are encouraged to report evidence that demonstrates how organisational 
governance and management arrangements have proven to be effective in dealing with climate 
change responsibilities. Evidence could include examples of decisions taken about key climate 
change policies and resource allocations. Likewise, information on how the governance and 
management arrangements operate (i.e. regularity of meetings, reports received, 
decision/directions given, etc.) would be useful.  
 
This section also provides space to report relevant strategies and plans, including corporate 
and thematic/service level plans. It also asks about performance improvement priorities and for 
information on the body’s use of the Climate Change Assessment Tool (CCAT).  
 

Governance and Management 
2a 
  

How is climate change governed in the body? 
 

Why: This question focuses on responsibility for climate change issues at 
governance level. The body is required to describe how governance of 
climate change is recognised within the body – for example Board-level or 
Council-level arrangements for addressing climate change 
responsibilities. This question seeks to establish the reporting and review 
structure and the level of engagement between leaders, department 
managers, practitioners and staff generally. 
 

How to 
complete  

The body must provide information on its structure of climate 
change/sustainability governance. This information should contain: 

 

• A summary of the hierarchy within the body relating to climate 
change issues and who takes responsibility at differing levels 
which demonstrates regular and meaningful engagement at Board 
(or equivalent) level, and between the Board, emission source 
managers, climate change practitioners and staff.  

• Provide a summary of the roles played by the body’s governance 
bodies and members. Include reference to adaptation, transport, 
business travel waste, land use, information and communication 
technology, procurement and behaviour change if these sit outside 
the main climate change governance.   

 
This information can be provided in written, tabulated or diagram form, or 
a combination of all.  The diagram below gives a generic example of what 
a governance structure may look like.  
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Example 2 -  Governance structure 

 
 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 

• To upload a diagram or chart select the ‘Choose file’ (or ‘Browse’) 
button at the bottom of the text box. 

 
 

• A new window will open where the appropriate file can be selected 
from your computer. Once the file has been located click the ‘Open’ 
button on the screen. The new window will close and the bottom of the 
text box will display a message similar to that in the image below. To 
attach the file to the form, click on the ‘Add’ button (highlighted). 

 
 

• Once a file has been added to the form, the bottom of the text box will 
display the following icons: 

 
 

• The first icon indicates that the file has been attached and if you click 
on this icon the attachment will open in a new window. 

• If you click on the second icon you delete the file from the form. 

• The final icon indicates that the overall form has not been saved since 
attaching the file. Once you save the form this icon will disappear. 

 

2b  
 

How is climate change action managed and embedded in the body? 
 

Why: The question focuses on management of climate change in the body. It is 
not enough to simply assign climate change responsibilities to individuals 
and groups. The body must also act on those responsibilities by 
monitoring, reporting and taking action on climate change. The body 
should be able to demonstrate an organisational management system 
which effectively addresses climate change, or an environmental 
management system that feeds into a general corporate structure. 
 
This question is also about how climate change is considered in every 
process in the body. By ensuring that climate change is considered at all 
levels and in all activities, a body shows that the issue is embedded in its 
structure and not a separate issue to be addressed outwith everyday 
procedures. 
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The body should review its procedures, activities and structure and 
consider to what extent climate change is included in all decision making 
processes.  
 

How to 
complete 

The response should include: 
 

• An explanation of how the body manages, monitors, reports and 
administers climate change issues. It would be useful to know how 
these processes allow progress to be tracked and how this influences 
decision-making to keep projects and initiatives on-track to meet 
targets and objectives, including how finance and investment 
decisions are taken to maintain action on climate change. 
 

• A brief summary of how climate change is embedded across all 
departments and how decision making is managed and how 
responsibility is allocated to the body’s senior staff, departmental 
heads etc. Include reference to adaptation, transport, business travel, 
land use, waste, ICT, sustainable procurement and behaviour change 
if these sit outside its main climate change delivery structures. 

 

• A description showing how reporting flows through the body and how 
climate change impact and reduction is considered through the 
general management of the body.  

 

• A list of key individuals and groups with management responsibility for 
climate change and a description of what groups are responsible for 
and how information and performance is reported.  

 
Example 3 - Climate change management system 

Board/Individual Description Action 

Environmental 
Directorate 

Directors and 
senior 
managers, 
elected 
members, officer 
level 
representative.  

Meets quarterly to discuss action on a 
range of topics including climate 
change, sustainability and 
environmental management. Review 
and take action based on reporting 
feedback from Executive Board. 

Carbon Management 
Committee 

Directors, senior 
management, 
officer and 
support staff 

Meets quarterly to review action on 
climate reduction plan and other 
strategies governed by the 
Environmental Directorate and Climate 
Change Development Group. Reports 
to Executive Board on a quarterly basis.  

Carbon Management 
Team 
 

Senior 
management, 
officer, support 
staff 

Responsible for adaptation, biodiversity, 
community engagement. Reports 
monthly to Climate Change 
Development Group and Carbon 
Management Committee on activities. 

Other services Senior 
management, 
officer, support 
staff 

Responsible for corporate emissions, 
waste, transport. Reports monthly to 
Climate Change Group on activities it 
has been tasked with 

 

• The body should provide a description of how climate change is being 
embedded throughout the body.  This information can be provided in 
written, tabulated or diagram form, or a combination of all. Examples 
include:  
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o All staff contracts contain obligation to assist body in 
climate change targets and performance. This is also 
included in any appraisal process.  

o Use of the ISM Tool to address individual, social and 
material aspects of embedding and implementing action. 

o Use of the CCAT (Climate Change Assessment Tool) tool 
to foster cross-organisational engagement and 
assessment. Further information on CCAT is provided in 
Q2g. 

o Regular climate change performance reviews by managers 
and the Board. 

o Staff receive induction training containing climate change 
and sustainability information. 

o Regular update training on general and specific climate 
change procedures. 

o All heads of service given climate change related targets to 
achieve. 

o Consideration of all potential climate change and 
sustainability benefits of all projects, tenders and contracts.  

o Daily procedural duties that all staff must adhere to such as 
IT switch off and office temperature policy.  

o Annual climate change awareness programme focussing 
on key events such as Earth Hour and Climate Week. 

 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 

• This information can be provided in written, tabulated or diagram 
form, or a combination of all. If a diagram is being used please 
insert this into the space provided below the text box.   

• See Q2a TIP for how to upload a diagram or chart. 

Strategy 

2c  Does the body have specific climate change mitigation and adaptation objectives 
in its corporate plan or similar document? 
Provide a brief summary of objectives if they exist.  

Why This question relates to climate change issues being recognised in 
strategic planning for the overall operations of the body. Climate change 
issues being mentioned in corporate documents (e.g. corporate plan / 
annual report) can provide an indication of the body’s commitment to 
climate change and the seriousness with which it treats the subject. 

How to 
complete  

Provide evidence of any specific climate change mitigation and adaptation 
objectives which are contained within the corporate plan (or equivalent) of 
the body. You should include in this section the information within the 
document that clearly states the wording of the statement or objectives in 
quotable form.  This will probably be no more than a paragraph. The body 
should also provide a hyperlink to any relevant documents but must 
reference the exact location of the information requested in this 
document. **Please note that this question is not relating to specific 
documents such as Carbon Management Plans or Carbon Strategies 
– these are covered in the next question** 
 
Provide evidence from as many documents as necessary.   
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Example 4 - Strategic document excerpt 

Wording of objective Name of Document Link 

Communities are able to 
adapt to climate change 
and reduced finite natural 
resources.  

Council wide Single 
Outcome Agreement 
Page 25; Para 3. 

<Insert link here> 

 
Adapting to Climate 
Change.  

 
Business Plan 2012 – 
2017, Page 12, Para 
1. 

 

 
Sustainability will be 
embedded into our 
estates and changes 
made to minimise our 
environmental impact. 
This will be achieved 
through a 20% reduction 
in CO2e by 2020 from a 
2012 baseline.  

 
Corporate Strategy 
2015 – 2018, Page 5; 
Para 1.  

 

 
To reduce the 
environmental impact of 
the services that we fund 
as well as reducing our 
carbon footprint.  

 
Annual Report 2015 – 
16.   

 

 
 

 TIP! • For each separate objective, an additional row should be added. To 
Add or Remove an objective select the ‘Add or Remove’ button from 
the bottom left corner of the table.  
 

2d 
  

Does the body have a climate change plan or strategy? 
If yes, provide the name of any such document and details of where a copy of the 
document may be obtained or accessed 
 

Why: Many public sector bodies in Scotland have developed a dedicated 
overarching climate change strategy that contains information on their 
climate change impact, target performance and reduction measures in 
addition to strategic planning and finance documents. 
 

How to 
complete  
 

Provide the name of any relevant documents (e.g. Carbon Management 
Plan), the date it was integrated in to organisational structure, and a 
hyperlink to the document if possible.  
 
Note – this question is primarily interested in corporate emissions 
relating to the process and service delivery of a body.  
 

Examples of responses here included Carbon Management Plan; 
Sustainable Development Action Plan; Climate Change Action Plan; 
Climate Change Mitigation Plan.  

 
 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 



PBCCD reports 2016-17 Guidance 

 Version 1.6  16    

2e  Does the body have any plans or strategies covering the following areas that 
include climate change? 
Provide the name of any such document and the timeframe covered.  
 

Why: It is the case that some bodies wish to address climate change action by 
embedding it in existing strategy and policy documents for specific 
business areas, rather than creating a unified climate change strategy. If 
this is the case, the body must provide this information.  
 

How to 
complete  

Please provide any specific information relating to the list of 11 categories 

provided in the table. This should be provided irrespective of whether the 

body has previously mentioned any general climate change or 

sustainability strategy or plans in previous questions.   

- Please ensure that the strategies and policies that are listed 
include reference to climate change.  

- Please check that any plans or strategies mentioned in section 4 – 
Adaptation are also included within this question.  

 

Example 5 – Specific climate change strategies 

 
 
The policy areas within the table are: 
 

1)  Adaptation  
2)  Business travel – travel undertaken by employees to carry out 

operational functions 
3)  Staff travel - travel by staff to work (commute) 
4)  Fleet transport 
5)  Energy efficiency 
6)  Information and communication technology 
7)  Sustainable/renewable heat 
8)  Waste management 
9)  Waste and sewerage 
10)  Land use 
11)  Other  

 

 TIP! • To add or remove an objective select the ‘Add or Remove’ button 
from the bottom left corner of the table.  

• Although the ‘Topic Area’ column appears to have drop down 
selection boxes, the column is locked. The drop down selection box 
can be used to add as many additional or multiple objectives.  

• When entering in a topic in the other box, please state topic area 
in comments box.  

 



PBCCD reports 2016-17 Guidance 

 Version 1.6  17    

2f 
 

What are the body’s top 5 priorities for climate change governance, management 
and strategy for the year ahead? 
 

Why: This question is about how the body changes and develops its 
management response to climate change over time. The body must 
demonstrate how it is developing and refining its own climate change 
management objectives. This requires the body to demonstrate how it is 
prioritising climate change management and strategy by evidencing what 
is important to it in relation to these issues. 
 

How to 
complete  

Please provide written evidence of these objectives for the year ahead. 
The body may include additional hyperlinks as extra information, but not 
as a replacement for written evidence required.  
 
If providing a hyperlink, please ensure that the location of the relevant 
information is clearly referenced.  
 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 

2g 
 

Has the body used the Climate Change Assessment Tool (CCAT) or equivalent 
tool to self-assess its capability/performance? 
If yes, please provide details of the findings and the resultant action taken. 
  

Why: The Climate Change Assessment Tool (CCAT) has been developed in 
association with Resource Efficient Scotland, a programme delivered by 
Zero Waste Scotland. The tool is designed to produce an automated 
assessment of how a body takes responsibility for, administrates, reports 
and takes action on climate change. It also provides recommendations on 
how the body can improve its performance. Use of this tool demonstrates 
the body is motivated to understand its climate change position and has 
as an appetite to improve its performance.  User guidance and a workshop 
presentation will help you undertake a self-assessment with other key 
managers.  

How to 
complete 

If the body has used CCAT, please provide the overall assessment scores 
produced and information on improvement measures identified as well as 
action the body is taking to address these and the date that the exercise 
was carried out.  
 
For more information on CCAT, please follow the link:  
http://www.zerowastescotland.org.uk/save-energy-reduce-waste/climate-
change-assessment-tool 
 
If you have not used CCAT but have used other equivalent tools for self - 
assessment of performance (e.g. Good Corporate Citizenship 
Assessment Model (GCCAM) used by NHS Organisations) please state 
the tool that has been used and the assessment results and actions. 
 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 

Further Information 

2h Supporting information and best practice. 
Provide any other relevant supporting information and any examples of best practice by 
the body in relation to governance, management and strategy.  

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 

http://www.zerowastescotland.org.uk/save-energy-reduce-waste/climate-change-assessment-tool
http://www.zerowastescotland.org.uk/save-energy-reduce-waste/climate-change-assessment-tool
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Part 3: Emissions, Targets and Projects 
 

Each major player has responsibility for setting their own estate boundary, baseline year and 

climate change targets. Monitoring, reviewing and reporting progress against objectives and 

targets also plays an essential role in managing overall business performance and will enable 

each major player to publicly demonstrate robust environmental care and social justice.   

This section requires information on corporate Greenhouse Gas (GHG) emissions of the 

reporting body. This refers to the GHG emissions that bodies produce by carrying out their 

activities or service provision. This will generally be related to electricity, gas and different types 

of transport use, but may also include GHG emissions arising from landfilling of its own waste 

and also water consumption, etc.  Bodies should focus on the emissions they already report on 

internally. In completing this section, bodies should follow the five principals of the GHG Protocol 

Corporate Standard. 

• Relevance - Ensure the emissions being reported appropriately reflects the GHG emissions 

of the body and serves the decision-making needs of users – both internal and external. 

This is known as the reporting boundary.  

• Completeness – Try to account for and report on all GHG emission sources and activities 

within the chosen boundary. Reasons for excluding any emissions should be explained.  

• Consistency - Use consistent methodologies to allow for meaningful comparisons of 

emissions over time. Transparently document any changes to the data, emission boundary, 

methods, or any other relevant factors that have occurred during the reporting phase.  

• Transparency - Address all relevant issues in a factual and coherent manner, based on a 

clear audit trail. Disclose any relevant assumptions and make appropriate references to the 

accounting and calculation methodologies and data sources used. 

• Accuracy – Ensure the quantification of GHG emissions is systematically neither over nor 

under actual emissions, as far as can be judged, and that uncertainties are reduced as far 

as practicable. Achieve sufficient accuracy to enable users to make decisions with 

reasonable assurance as to the integrity of the reported information. 

Emissions, targets and project data 

Emissions 

3a Emissions from start of the baseline year (for body’s carbon footprint) to end of 
the reporting year.  
Complete the following table using the greenhouse gas emissions total calculated on 
the same basis as for annual carbon footprint/management reporting or, where 
applicable, sustainability reporting. Include greenhouse gas emissions from the estate 
and operations (a) measured and reported in accordance with Scopes 1 & 2 and, to the 
extent applicable, selected Scope 3 of the Greenhouse Gas Protocol (b). If data is not 
available for any period from the baseline year onwards, provide an explanation in the 
comments column. 
(a) No information is required on the bodies effect on emissions beyond the estate or 
operational boundaries.   
(b) This refers to the document entitled “The greenhouse gas protocol. A corporate 
accounting and reporting standard (revised edition)”, World Business Council for 
Sustainable Development, Geneva, Switzerland / World Resource Institute, Washington 
DC, USA (2004), ISBN: 1-56973-569-9  
 

Why: The Scottish Government requires public sector bodies to report on carbon 
emissions that are related to carrying out their activities. By making the 
sector provide information, a picture of emissions trends as well as general 

http://www.ghgprotocol.org/corporate-standard
http://www.ghgprotocol.org/corporate-standard
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increases and reductions will start to emerge. This will assist in national 
reporting and also highlight where the sector is doing well and where it 
needs to focus attention and improve performance. This collection of data 
will become increasingly informative as the reporting years increase as it 
will allow for a more accurate dataset to emerge for the sector. This will 
also help with longer-term monitoring and reporting of performance against 
Scotland’s emission reduction targets and inform development of 
subsequent Ministerial reports on policies and proposals. 
 

How to 
complete  

What is defined as corporate emissions? 
Corporate emissions are emissions relating directly to the body’s assets 
and activities.  
Many public sector bodies already record their carbon emissions on an 
annual basis.  This is the total amount of tCO2e emitted by the body in the 
course of carrying out its activities. This means a body must record all 
Scope 1 and 2 emissions and selected Scope 3 emissions.   
 
Scope 1 – direct emissions from sources owned or operated by the body.  
Scope 2 – indirect emissions from the consumption of purchased 
electricity, steam or any other source of power that is generated outwith 
the body.  
Scope 3 – Indirect emissions that are a consequence of the operations and 
service requirements of the body. 
 
The example below defines emission sources and scopes within a typical 
public body’s reporting boundary. The focus of this reporting process is to 
encourage bodies to report on all emissions that they can reasonably do 
so and to help bodies improve on reporting over time.  
 
Example 6 – Emission scope and description 

 
 
For more information on identifying and calculating emission sources, 
please see the Greenhouse Gas Protocol at 
http://www.ghgprotocol.org/corporate-standard 

http://www.ghgprotocol.org/corporate-standard
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If the body does not record carbon emissions by scope. 
Although it is useful to have the series of carbon footprints broken down 
by scope, if this is not possible, a single figure for each year can be entered 
in the “Totals” column. As can be seen in Example 7 below, the table allows 
for figures to be directly input into “Totals” column as well as calculating 
total emissions based on figures entered in the preceding “Scope” 
columns. 
 
For the current reporting year, emissions should be split by scope as per 
the bodies response to Q3b. We would expect from 2015/16 onwards that 
bodies can report on emissions, disaggregated by scope (again, given that 
this is a requirement of Q3b of the reporting form). 
 
Example 7 – Baseline and footprint year emissions 

 
How to work out the baseline year. 
The baseline year is the year used to measure progress against targets. 
For example, a body might have a target period from 2010/11 to 2016/17, 
measured against a baseline year of 2009/10.  In this case, in the 
submission for November 2017, they would complete the fields for 2009/10 
up to 2016/17. 
 
If you have just reset your baseline (as part of a new climate change plan 
or otherwise) or have not reported on this type of data in the past, then you 
only need to provide this reporting years’ data i.e. 2016/17. You should 
enter this in the baseline reference year.  
 
How to choose a reporting boundary. 
The reporting boundary is the list of emission sources the body chooses to 
measure over a reporting phase, e.g., gas, electricity, transport and waste. 
The organisational boundary established for this report should match the 
boundary usually used to measure and report carbon performance to 
stakeholders. The carbon footprint of your body should be measured for a 
particular boundary, which should cover Scope 1 and Scope 2 emissions 
and selected Scope 3 emissions. Information on the reporting boundaries 
chosen for your body should be provided within the comments box.  
 
While there is no absolute list of Scope 3 emissions that have to be 
included, it is recommended that public sector bodies include internal 
waste disposal, water supply, water treatment and business travel etc. If 
you have not included any of these sources, please provide comments to 
explain why they have been excluded e.g. lack of available data etc. For 
further explanation on what constitutes Scope 1, 2 and 3 reporting 
guidance can be downloaded from the Resource Efficient Scotland 
website at http://www.zerowastescotland.org.uk/save-energy-reduce-
waste/carbon-management-plans 

http://www.zerowastescotland.org.uk/save-energy-reduce-waste/carbon-management-plans
http://www.zerowastescotland.org.uk/save-energy-reduce-waste/carbon-management-plans
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A suite of guidance tools has been provided by Resource Efficient 
Scotland and can also be found at the above link for public sector bodies 
including guidance on setting organisational boundaries.  
 
Further guidance for measuring and reporting environmental impacts can 
be accessed at https://www.gov.uk/measuring-and-reporting-
environmental-impacts-guidance-for-businesses which includes a 
downloadable guide on Environmental Reporting Guidelines: Including 
mandatory greenhouse gas emissions reporting guidance. 
 
Changes in reporting boundary 
The boundary should remain consistent over the target period to allow for 
comparison. If a body changes significantly e.g. by merging with another 
body, this should be reflected in the baseline footprint. If it is not possible 
to realign your boundary, comments should be added to explain what 
has changed between scopes. 
 
Over time, bodies should look to improve granularity of reporting and 
aggregate emissions within the boundary. This may also help in identifying 
and clarifying sources that may still be outwith the boundary, but are still 
of interest. Bodies should aim for continual improvement in monitoring and 
reporting year on year.  
 
If the body has missing years of data 
If you have data years missing e.g. your baseline was 2009/10, but no 
carbon footprint was calculated for certain years. If possible, these years 
should be calculated retrospectively, but for many bodies this will require 
a significant investment of time and resources. Instead these rows in the 
table can be left blank and an explanation provided in the comment boxes. 
Please see Example 7 above. 
 
 
 
 
 
 
 

 TIP! • Last year (2015/16), the table would not function unless Q1f had been 
answered. 

• The online system now answers Q1f for public bodies based on their 
response in 2015/16. If you would like to amend this selection, please 
email the reporting team at SSN. 

 

3b Breakdown of emission sources.  
Complete the following table with the breakdown of emission sources from the body’s 
most recent carbon footprint (greenhouse gas emissions inventory); this should 
correspond to the last entry in table 3a) above. Use the ‘Comments’ column to explain 
what is included within each category of emission source entered in the first column. If, 
for any such category of emission source, it is not possible to provide a simple emission 
factor (a) leave the field for the emission factor blank and provide the total emissions for 
that category of emission source in the ‘Emissions’ column.  
(a)Emission factors are published annually by the UK Government Department for 
Environment, Food and Rural Affairs (Defra).  
 

Please note: The more comments provided, the better. It is 
important to note where the boundary of the carbon footprint has 
changed significantly between years. If there is a large increase or 
decrease between years, it is useful to note the explanation. 
 

https://www.gov.uk/measuring-and-reporting-environmental-impacts-guidance-for-businesses
https://www.gov.uk/measuring-and-reporting-environmental-impacts-guidance-for-businesses
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Why: As well as overall carbon footprint, the Scottish Government is also 
interested in receiving more detailed breakdown of emissions in order to 
develop a better picture of key emission sources for different types of 
public sector bodies and to work out where to focus support services. 
 
 

How to 
complete:  

Which year should be used to provide the breakdown 
The body should provide a breakdown of the emission sources of its most 
recent reported year. It should also state where this data was obtained 
from (in the comments column). This will be the last year entered in the 
corresponding table Q3a. The total of the emission sources in 3b should 
add up to the same as the carbon footprint of the corresponding year in 
3a. If there is a discrepancy, the reason for this should be detailed in the 
comments. 
 
IMPORTANT 
The body should also take account of its Scope 3 emission sources 
through National Grid electricity transmission and distribution losses. In 
order to do this, bodies should enter their total consumption for electricity 
for both ‘Grid Electricity generation’ and ‘Grid Electricity Transmission & 
Distribution losses’. If a reporting body has listed water supply as an 
emission source, it should also enter data for water treatment (in the 
absence of other methodology, bodies can estimate total water treated as 
95% of the supply volume). The embedded conversion factors will 
calculate appropriate emissions.  For more information on the major 
Greenhouse gas emission sources in the UK please see 
https://www.gov.uk/government/uploads/system/uploads/attachment_dat
a/file/310779/UK_National_Inventory_Report_Main_1990-2012.pdf 
 
Example 8 – Breakdown of emission sources 

 
 
What to do if the relevant emission source is not on the drop down 
list? 
The table in the question contains a drop down list of emission sources 
with corresponding emission factors that will automatically load. If a body 
wishes to enter an emission source that is not contained in the drop down 
list; the “other” option can be chosen. This will allow a bespoke emissions 
factor to be entered in to the table and will allow the body to choose from 
a choice of units in relation to its consumption data.  
 
What to do if your body rents/shares/leases out premises. 

• The basic rule to follow is that if a body pays for a utility bill for a 
premises then the payee is responsible for accounting for the carbon 
emitted. 

• If a space is shared by two or more bodies with shared financial 
responsibility for the bill payment then the utility consumption and 
carbon should be shared in the same proportion as the bill payment.  

• If a body pays a utility bill on behalf of a tenant and does not recharge 
this cost to the tenant; the body is liable to account for the carbon. 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/310779/UK_National_Inventory_Report_Main_1990-2012.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/310779/UK_National_Inventory_Report_Main_1990-2012.pdf
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If the body recharges the tenant, it is not liable to account for the carbon 
and the tenant should take responsibility for reporting (if required to). 
 
Biogenic emissions 
Organisations should provide consumption data on emissions sources that 
are classed as biogenic (biomass, biogas, biofuel). These should be 
reported as Scope 1. 
 
Last year, users were asked to record an additional “Outside of Scope” 
element of biogenic emissions (one that includes the impact of CO2 which 
is omitted within the Scope 1 emission factors1). Given the confusion this 
caused, we are not asking users to do this in 2016/17 and the SSN team 
will include this additional (outside of scope) source during the analysis 
stage. 
 
Electric Vehicle (EV) use 
If the body has an on-site electric vehicle (EV) charging point, then this 
should be entered as two separate emission lines within Q3b. Electricity 
Generation (Scope 2) AND Electricity T&D losses (Scope 3) should both 
be applied with the consumption in kWh used from the charging point. If 
this information is not available and/or the body cannot separate this out 
from other electricity use, it should be noted in the comments that the total 
electricity used includes EV charging. 
 
Fleet travel versus business travel 
For all transport emission sources (e.g. “Average Car - Unknown Fuel"), 
the SSN team are now requesting that bodies make use of the comments 
section to assist in ensuring the correct scope for these sources has been 
applied. 
 
For example, in the comments section, the description "fleet car" would 
mean it was clear that this is a Scope 1 emission. Conversely, the 
description "hire car" would mean it was a Scope 3 emission (in the vast 
majority of cases). 
 
Onsite renewable generators 
For renewable generators (wind, solar etc.), the challenge is that they 
cannot guarantee output as it fluctuates with weather conditions. 
Therefore, it is common for customers to require a “sleeving” arrangement 
with an energy utility company whereby the supply from the renewable 
generator is topped up with other energy to provide a stable energy supply 
to the consumer. In short - the supplier is obliged to provide continuous 
power — even when the generator is not producing. 
 
Therefore, to calculate what portion of electricity will be “renewably” 
generated (i.e. zero emissions) and what portion has been taken directly 
from the gird, you will need to get this information from your supplier. 
 
Additionally, if the body chooses to export electricity (if you generate more 
than you need for example), you can ‘net’ this off (up to the total amount 
of electricity purchased and consumed) and reduce it from your footprint. 

                                                
 

1  The Scope 1 impact of the CO2 released through these fuels has been determined to be a net ‘0’ (since the fuel source itself 
absorbs an equivalent amount of CO2 during the growth phase as the that CO2 is released through combustion). 
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Note - bodies cannot include electricity consumed through a green 
tariff contract taking power directly from the national grid. 
 
Renewable biomass sources 
Information relating to renewable biomass installations should be inputted 
into Q3b in addition to Q3c. See guidance for 3c for more information. 
 
For biomass sources, there should be a difference between input and 
output values for biomass fuel. These two figures should NOT be the same 
ashere should be some accounting for losses in efficiency. If actual input 
and output numbers are not known, output (Q3c) is approximately 85% of 
input (Q3b) in most cases. 
 
 
 
 
  
 
More information on these emission factors can be found here: 
https://www.gov.uk/government/collections/government-
conversion-factors-for-company-reporting 
 
A list of common queries about the Greenhouse Gas Conversion Tool can 
be accessed at: 
https://www.gov.uk/government/uploads/system/uploads/attachmen
t_data/file/300955/pb14075-ghg-common-queries-140401.pdf 
 

 TIP! • To add or remove an Emission Source select the ‘Add or Remove’ 
button from the bottom left corner of the table.  

• Upon selecting an emission source in the first column of the table 
allow ProcXed to reload and automatically fill in emission factors.  

• Emission totals will be automatically calculated when the form is 
saved. Until you save the form the ‘Emissions (tCO2e)’ column total 
will appear as 0.  

• The total tCO2e should match those calculated in Q3a for the 
reporting year. If these figures do not match (within a 5% threshold) 
a comment box will appear where an explanation for the 
discrepancy needs to be provided. 
 

3c Generation, consumption and export of renewable energy. 
Provide a summary of the body’s annual renewable generation (if any), and whether it 
is used or exported by the body. 
 

Why: This question is aimed at finding out how much renewable electricity or 
heat is generated (if any) by a body, and whether it is used or exported to 
the grid (or another body). If the body generates and/or consumes any 
renewable electricity or heat, this should be recorded in this section. This 
provides further information on the extent to which the body is prepared to 
reduce its climate change impact by relying on zero carbon forms of 
energy. 
 

How to 
complete  

What is classed as renewable energy? 
Renewable energy is the generation of electricity and heat that uses 
naturally replenishing resources as a feedstock e.g., sunlight, wind, river 

Please note: As with Q3a, comments around inclusions, 

exclusions, function of multiple use fuels (e.g. diesel can be used 

for fleet, equipment and/or generators) will help improve analysis. 

 
 

https://www.gov.uk/government/collections/government-conversion-factors-for-company-reporting
https://www.gov.uk/government/collections/government-conversion-factors-for-company-reporting
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/300955/pb14075-ghg-common-queries-140401.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/300955/pb14075-ghg-common-queries-140401.pdf
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current, biomass etc. Examples of renewable electricity are described as 
photovoltaic generation, electricity arising from biomass CHP, wind 
turbines, hydroelectric, river, wave and tidal generation schemes. 
Examples of renewable heat technology are described as solar thermal 
panels, biomass heat, biogas heat, ground /air/ water source heat pumps. 
Information should be provided in kWh (kilowatt hours) as there are no 
CO2e emissions related to the consumption of this power. The body should 
include the following information: 
 

• All renewable electricity consumed by the body. 

• All renewable electricity exported by the body. 

• All renewable heat consumed by the body. 

• All renewable heat exported by the body. 
 
Example 9 – Renewable generation 

 
 
What to do if renewable sources are not separately metered? 
If this is the case, they are likely to be very small sources and can be 
excluded. 
 
Renewable biomass sources 
Information relating to renewable biomass installations should be inputted 
into Q3c in addition to Q3b. 
 
For biomass sources, it is clear there are some difficulties in understanding 
the difference between input values for biomass fuel (Q3b) and output 
values (Q3c). These two figures should NOT be the same. There should 
be some accounting for losses in efficiency. If actual input and output 
numbers are not known, output (Q3c) is approximately 85% of input (Q3b) 
in most cases. 
 
Useful checks 
Check that the renewable technology matches the expected output, for 
example, ground source heat pumps will produce heat and are unlikely to 
produce electricity. 
 
 
 
 
 
 
 
 

 

 TIP! • To add or remove a technology select the ‘Add or Remove’ button from 
the bottom left corner of the table.  

Please note: Provide a note in the comments about the 

methodology for estimating the amount of energy generated e.g. 

‘measured by meter and allocated 50% consumption and 50% 

export’. 
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• Total consumed by the body and Total exported both need to contain 
a value. If all energy produced was used on site include ‘0’ in the 
exported box. 

Targets 

3d Targets. 
List all the body’s targets of relevance to its climate change duties. Where applicable, 
overall carbon targets and any separate land use, energy efficiency waste, water, 
information and communication technology, transport, travel and heat targets should be 
included. 

Why: While it is anticipated that most bodies will have a carbon reduction target 
related to their carbon footprint boundary, they may have other targets 
around more specific sources of GHG emissions or activities. Any target 
aimed at reducing overall carbon emissions or any other target related to 
climate change should by listed in the corresponding table for question 3d. 
It is considered useful for bodies to be able to see the range of targets they 
are working towards all listed in one place and in the same format.  
 

How to 
complete  

What information is required  
These targets may be contained in policy documents, be part of a specific 
climate change or carbon strategy or form part of an independently 
accredited environmental and energy management strategy such as ISO 
14001/50001. The body should provide overall targets as well as interim 
performance by inputting information in the “progress against target” 
column. 
 
Example 10 – Reduction targets 

 
 
What to do if the body has no targets. 
Check carefully with all departments to ensure this is the case. If there are 
no targets set for any carbon reduction activities, any alternative 
approaches should be clearly explained in Section 2 on Governance. 
Further information on lack of targets should be provided either in question 
3k or by using the “comments” column within the table for 3d.  
 
What to do if targets periods have run out. 
If no new targets have been set, the completed targets can be entered 
(using a target completion date that is passed). Please provide information 
in the “comments” column around whether the target was achieved or not. 
 
Type of target 
This helps define how the target works. Absolute targets MUST be 
measured in the same unit as the baseline. For example, a body might 
decide that an absolute limit is set on annual emissions. A percentage 
target requires a reduction in percentage against a baseline amount. An 
annual target is usually an annual % reduction. 
 
If the body has an annual reduction target, the baseline year should be the 
previous year and the target completion year should be the current 
reporting year (this is essentially a target that completes each year). In the 
comments, the body should note how long the annual targets will run for 
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and what happens if the target is not met e.g. are they cumulative or do 
they reset each year? 
 
Target and units of target 
If the target is absolute reduction, the target should be the amount that the 
baseline is to be reduced by and the units should be what the target is 
measured in. For percentage targets, the target and the units should be a 
percentage figure. For annual reduction, it can be an amount or a 
percentage. 
 
Progress against targets 
This response must be a number and it must be in the same units as the 
baseline figure. For example, if the target is measured in kWh (even if it 
is a % reduction target), both the baseline and “progress against target” 
should be reported in kWh. This is crucial in order to properly track how 
bodies are progressing towards their targets. 
 

 TIP! • To add or remove a target select the ‘Add or Remove’ button from the 
bottom left corner of the table.  

• Use the headings provided in the drop down boxes where possible. If 
there is a metric missing from the drop down box select ‘Other’ and 
specify metric in the comments column.  

Projects and changes 

3e Estimated total annual carbon savings from all projects implemented by the body 
in the report year. 
If no projects were implemented against an emission source, enter “0”. 
If the body does not have any information for an emissions source enter “unknown”. 
If the body does not include the emissions source in its carbon footprint, enter “N/A”. 
 

Why: Many bodies have a costed list of identified climate change reduction 
projects. These projects will be implemented over a period of time in order 
to achieve reduction targets set by the body. This question wants to know 
both the estimated sum of emissions saved in the reporting year and the 
distribution of those savings against emission sources. For bodies who run 
a single project list for all carbon reduction projects, this should be a fairly 
straightforward task. Implementation of these projects displays a 
commitment to climate change mitigation and is a reflection of a body’s 
commitment to lessening its environmental impact. In addition, providing 
information on implemented projects is evidence that a body is carrying 
out mitigation work that reflects the scale and type of its climate change 
impact. 
 
If the body does not have a carbon/energy/environmental management 
plan that maintains a unified list of projects, information on carbon 
reduction work may have to be sought from other Departments or 
individuals within the body.  
 

How to 
complete  

The table for this question has been pre-populated with an emission 
source list and there is space to provide alternative emissions sources by 
using the “other” option at the bottom of the table and providing more 
information on what the source is within the “comments” column. More 
rows can be added by clicking the “add” button at the bottom of the table. 
If no projects were implemented against an emission source, enter “0”.If 
the body does not have any information for an emissions source enter 
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“unknown”. If the body does not include the emissions source in its carbon 
footprint, enter “N/A”. 
 
Example 11 – Emissions savings in reporting year 

 
 
What if these numbers are estimated because no project monitoring 
has been completed 
It is anticipated that some projects will based on estimated rather than 
actual figures and this should be noted in the comments. 
 
Relevance to Q3f 
The total carbon savings in Q3e and Q3f should be the same, as both 
questions relate to the same reporting year (Q3e is a summary and Q3f is 
detail about the projects). 
 

 TIP! • To add or remove an emission source select the ‘Add or Remove’ 
button from the bottom left corner of the table.  

• CO2e savings for all project related to a particular 'Emission Source' 
should be added together. 

• Although the ‘Emission Source’ column appears to have drop down 
selection boxes, this column is locked. 

• The total will be calculated once the form has been saved. 
 

3f Detail the top 10 carbon reduction projects implemented by the body in the report 
year.  
Provide details of the top 10 projects (based on estimate emissions savings) 
implemented in the report year. 
 

Why The report requires further detail on the top 10 projects the body has 
implemented within the report year. This is requested in order to provide 
greater clarity on how the body prioritises reduction activities and how 
much progress has been made against these important activities. 
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How to 
complete  

What if the body has fewer than 10 specific projects implemented in 
this time frame 
Complete the table with the implemented projects and write a comment 
explaining that fewer than 10 projects have been implemented and 
therefore this is the complete set. Please bear in mind that in this case, the 
total from the projects in this table should then add up to the total in Q3e. 
 
What projects should be captured here? 
The question asks bodies to 'Detail the top 10 carbon reduction projects to 
be carried out by the body in the report year'. This means that only projects 
implemented and completed in the reporting year should be included here 
(e.g. if the reporting year is 2016/17, only projects with the first FULL year 
of savings in 2017/18). Therefore, the first full year of carbon savings is 
always and only the year after the current reporting year. If the project 
was not completed in the reporting year, it should instead be included in 
Q3h and bodies should wait until the next reporting year to report it within 
Q3f. 
 
The top 10 projects can be defined in terms of carbon savings, cost or 
originality. It is designed to capture information about what sort of projects 
are being implemented in the public sector. 
 
What to do if a project is going to be implemented over two years 
Only report the project when the first full year of carbon savings is the 
reporting year. Therefore, if the project was still being completed in this 
reporting year, you should wait until the next reporting year to list it. 
 
The body may wish to consult their project register tool to complete this 
question. A project register tool has been provided by Resource Efficient 
Scotland in order to gather, assess and monitor the implementation of 
carbon reduction projects. Further information can be found here:  
http://www.resourceefficientscotland.com/resource/carbon-management-
plans  
 
It may be the case that some bodies are unable to complete all fields based 
on absolute data. Where possible, bodies should provide an informed 
estimate of the metrics required in the table. If this cannot be done then 
please provide any explanatory information in the “comments” column. 
 
Project costs 
The capital cost should be in relation to the carbon saving component. For 
example, if a building is getting a replacement roof as part of the 
maintenance cycle, the capital cost of improving the insulation should be 
the additional cost of better insulation compared to the minimum, rather 
than the whole cost of the roof refurbishment project. 
 
Operational cost should include any additional costs or savings as a result 
of the project, for example, the operational costs of LED lights should be 
lower as the replacement cycle is much longer. However, if this has not 
been calculated/estimated, or if it is small compared to the capital cost, it 
can be left blank. 
 
 
 
 
Example 12 – Reduction projects 

http://www.resourceefficientscotland.com/resource/carbon-management-plans
http://www.resourceefficientscotland.com/resource/carbon-management-plans
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Behaviour change and the use of the Scottish Government’s ISM 
(Individual, Social, Material) approach 
 
Projects designed to influence low carbon behaviours should be included. 
The table below provides some examples of typical behaviour change 
projects but this is not an exhaustive list. 
 

Examples of Behaviour Change Projects for Different Sectors 

Transport  

• Business mileage policies for number of journeys and mode of 
transport. 

• Provision of suitable infrastructure and other incentives to enable 
cycling to work e.g. enrolment in Bike-to-work, Cycle Friendly 
Employer schemes 

• Staff travel planning to reduce car use for commuting including 
management of parking to favour more cycle storage facilities, car-
sharing and fuel-efficient vehicles. 

• Promotion and use of car sharing facilities as substitute for use of 
personal cars for business travel (grey fleet). 

• Provision of videoconferencing and teleconferencing facilities. 

• Policy to facilitate home working and/or working from satellite or 
community hubs. 

• Fuel efficient driver training and training on use of electric vehicles 
including e-bikes. 

Energy  

• Education and awareness raising and training on energy 
efficiency behaviours at work. 

• Inclusion of energy efficiency awareness and staff policies as 
part of induction, appraisals, team meetings etc. 

• Recruitment and training of energy champions, building/floor 
energy reps etc. 

Waste  

• Reduce biodegradable waste to landfill through on-site 
composting 

• On-site waste segregation and recycling. 

 
Even projects that are not explicitly about behaviours can be dependent 
on behaviour change to realise effective emission reductions. A typical 
example is new build or refurbishment with the introduction of complex 
technologies for control of heating, lighting, ventilation etc. which may or 
may not be adjustable by staff. Emission savings related to behavioural 
interventions can be difficult to estimate, however, it is important to include 
dependencies when designing projects to help engender culture change 
around low carbon behaviours within bodies and maximise project impact. 
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ISM (Individual, Social, Material) framework developed as part of the 
Scottish Government’s Climate Change Behaviours Research Programme 
is useful for designing behavioural elements into any project. ISM takes 
account of all the factors that influence people’s actions and decisions. It 
supports good practice by helping to identify potential barriers, benefits 
and optimal solutions for introducing organisational change and is 
particularly suited for the design and evaluation of low carbon 
interventions. Indicate under the Behaviour Change Column whether ISM 
has been used for a project.  
  
Information on using ISM including SSN support and resources is 
available at http://www.keepscotlandbeautiful.org/sustainability-climate-
change/sustainable-scotland-network/using-ism-for-sustainable-change/  
 

 TIP! • To add or remove a project select the ‘Add or Remove’ button from the 
bottom left corner of the table.  

• Use the headings provided in the drop-down boxes where possible. If 
there is a metric missing from the drop-down box select ‘Other’ and 
specify metric in the comments column.  

 

3g Estimated decrease or increase in emissions from other sources in the report 
year.  
If the body’s corporate emissions increased or decreased for any other reason in the 
report year, provide an estimate of the amount and direction.  
 

Why  In addition to reductions in a body’s carbon footprint that happen as a result 
of carbon reduction projects and management systems, there are other 
factors that can result in an increase or decrease of a body’s carbon 
footprint. The aim of this question is to find out what other factors have 
increased or decreased a body’s footprint over the reporting period. A 
reporting body may see marked variation in emissions if it has undergone 
a significant change such as organisational restructuring or office 
consolidation. This question is important because it demonstrates the 
impact of organisational decisions on the carbon footprint that are outside 
the control of the carbon management team. This helps explain why bodies 
have missed or exceeded targets, aside from implementation of actual 
carbon reduction projects. 
 
Please provide the total annual emissions stated in the reporting year. 
 

How to 
complete  

The table in question 3g has 3 pre-identified emission sources and space 
to provide “other” sources not listed. If you need to add additional sources, 
use the “add” button at the bottom of the table. Please provide an estimate 
(in tCO2e) of the increase or decrease in emissions based on the previous 
year to when the change occurred. For example, if the change happened 
in the current reporting year 2016/17 the comparison would be made with 
2015/16. 
 
Please note: Bodies do not need to consider external factors such as the 
decarbonisation of the electricity grid in this question (this will be applied 
consistently to all reporting bodies at the analysis stage); only internal 
factors such as changes to estate or staff numbers or service provision. 
 
 
 
Example 13 – Estimated emissions change in reporting year 

http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/using-ism-for-sustainable-change/
http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/using-ism-for-sustainable-change/
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What to do if there is double counting with a project and another 
reason for the decrease or increase? 
If, for example, you have consolidated your estate from three buildings to 
one building and made savings as a result of this, you can either enter this 
as a project (if it was on your project list) or you can enter it as an estate 
change if you had it on your BAU forecast. 
 
Estimating increases and decreases 
If you are not sure of the size of the impact but you know which direction it 
will move your footprint, you can estimate the change as percentage of 
your footprint and put the assumption in the comments. 
 
A simple methodology for working out the impact of estate floor area 
increases or decreases is to calculate the average CO2e emissions per m2 
and apply the metric to the expected area change. 
 

 TIP! • To add or remove an Emission Source select the ‘Add or Remove’ 
button from the bottom left corner of the table.  

• CO2e increase or decrease for all projects related to a particular 
'Emission Source' should be added together. 

• Although the ‘Emission Source’ column appears to have drop down 
selection boxes, the column is locked.  

• The total will be calculated once the form has been saved. 

3h Anticipated annual carbon savings from all projects implemented by the body in 
the year ahead. 
If no projects are expected to be implemented against an emission source, enter “0”. 
If the body does not have any information for an emissions source, enter “Unknown”. 
If the body does not include the emission source in its carbon footprint, enter “N/A”. 

Why  This question seeks to establish the estimated sum of emissions that will 
be saved in the next reporting year. It also asks for the distribution of those 
savings against emission sources.  

How to 
complete  

This information should be entered as the total amount of carbon savings 
from all projects relating to a particular emission source. Make sure that all 
boxes are completed (following the instructions in question 3h) even if the 
body does not intend to implement projects relating to these emissions 
sources or does not have any information relating to the projects. Please 
use the “comments” column to provide any additional information that you 
feel is relevant in relation to projected savings from each emissions source.  
 

Please use the “other” option within the “emission source” column to detail 
any projected savings from alternative sources that you are aware of. If 
you need to add additional rows, click the “add button” at the bottom of the 
table. 
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Please note: The next reporting year is the year that the body is currently 
in. For example, if the reporting year is 2016/17, the next reporting year is 
2017/18. 
 
Example 14 – Estimated savings for next reporting year 

 
 
It is anticipated that most projects will based on estimated rather than 
actual figures and this should be noted in the comments. 
 

 TIP! • To add or remove an emission source select the ‘Add or Remove’ 
button from the bottom left corner of the table.  

• Anticipated CO2e savings for all projects related to a particular 
'Emission Source' should be added together. 

• Although the ‘Emission Source’ column appears to have drop down 
selection boxes, the column is locked.  

• The total will be calculated once the form has been saved. 

3i Estimated decrease or increase in emissions from other sources in the year 
ahead. 
If the emissions are likely to increase or decrease due to any such factor in the year 
ahead, provide an estimate of the amount and direction.  

Why  
 

In addition to reductions in a body’s carbon footprint that happen as a result 
of active carbon management and implementation of carbon reduction 
projects, there are other factors that can result in an increase or decrease 
of a body’s carbon footprint. The reason why this question is important is 
because it demonstrates the impact of organisational decisions on the 
carbon footprint that are outside the control of the carbon management 
team. This helps to explain the overall trajectory of the body’s carbon 
footprint. 

How to 
complete  

Complete the required table with as much information as possible. The 
table has been pre-populated with 3 emission sources. There is space to 
list additional sources by using the “other” option. If additional rows need 
to be added, click the “add” button at the bottom of the table. Please 
remember to provide as much information in the “comments” column about 
these additional sources. If you do not have any information relevant to 
this question, please use the “comments” column listed against each 
emission source to explain this. 
 
Please note: As in Q3g, bodies do not need to consider external factors 
such as the decarbonisation of the electricity grid in this question (this will 
be applied consistently to all reporting bodies at the analysis stage); only 
internal factors such as changes to estate or staff numbers or service 
provision. 
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Example 15 – Anticipated emissions change for next reporting year 

 
Estimating increases and decreases 
If bodies are unsure of the size of the impact but you know which direction 
it will move your footprint, you can estimate the change as percentage of 
your footprint and put the assumption in the comments. 
 

 TIP! • To add or remove an Emission Source select the ‘Add or Remove’ 
button from the bottom left corner of the table.  

• Estimated CO2e increase or decrease for all projects related to a 
particular 'Emission Source' should be added together. 

• Although the ‘Emission Source’ column appears to have drop down 
selection boxes, the column is locked.  

• The total will be calculated once the form has been saved. 

3j Total carbon reduction project savings since the start of the year which the body 
uses as a baseline for its carbon footprint.  
If the body has data available, estimate the total emissions savings made from projects 
since the start of that year (“the baseline year”).  

Why  This question is to help understand the typical amount of savings a body 
is making against its baseline year over time and/or its baseline year. This 
helps to gauge the impact of active carbon reduction projects that the body 
is undertaking and whether this is proportional to its size, type or remit.  

How to 
complete  

Please provide a single figure for this table. Enter the overall total amount 
of savings; this should be the sum of all individual annual carbon savings 
incurred over the course of a reporting phase. Please use the “comments” 
column to provide any supporting information about this total figure.  
 
If this information is not available. 
If your body has not tracked total carbon reductions implemented over time 
from the baseline year, leave this section blank and provide a reason in 
the “comments “column. 
 
Example 16 – Total project savings since baseline 

 
Further Information 

 Further information 
Provide any other relevant supporting information and any examples of best practice by 
the body in relation to corporate emissions, targets and projects.  

 How to 
complete 

Please provide any other supporting information that you feel is relevant to 
the information that you have provided for Section 3.  

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 
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Part 4: Adaptation 
 

The global climate is changing and this is impacting how we live and work in Scotland. We are 

already experiencing increases in autumn and winter rainfall, increased heavy rainfall, sea level 

rise and long term increases in temperature across all seasons. These changes are impacting 

all areas of life and will pose an increasing challenge in the future.  

Taking early action to assess risks and adapt to the impacts of climate change will safeguard 

assets, infrastructure, services, communities and business continuity. 

This section of the reporting template should be used to report progress towards adapting to 

climate change and documenting how climate change adaptation is integrated into functions 

and services.  

Note: It is recognised that many bodies reporting through this template will be at an early 

stage in their work to assess and manage climate change risks. Therefore, data or 

information relating to the questions may not be currently available. In this case, bodies 

are required to provide detail as to when this assessment is likely to be. 

 Adaptation 

 Assessing and managing risk 

4a 
 

Has the body assessed current and future climate-related risks? 
If yes, provide a reference or link to any such risk assessment(s). 
 

Why  Climate is expected to continue to change significantly in the decades 
ahead so it is important to assess both current and future climate risk. 
 

This question wants to know if the body has assessed the risks that both 
i) current and ii) future climate change present to its assets, 
infrastructure, service provision and business continuity.  
 

By identifying and quantifying these risks the body is able to identify 
actions that will reduce risk both now and in the future.  
 

How to 
complete  

The body’s risk and/or business continuity manager may be able to 
provide information to help complete part of this question. Information 
should be separated into:  
 

i) Current climate risk assessment 
ii) Future climate risk assessment  

 

Current climate risk and vulnerability 
Many bodies regularly assess the risks associated with current weather 
and climate. For example, assessments linked to flood risk management, 
business continuity and, emergency planning for severe weather events. 
This information may be held in service/ department level risk 
assessments and/ or corporate risk assessments.  
 

The response to this question should include a reference and link to these 
documents, and key points should be pulled out from the risk assessments 
as evidence of their completion.  
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If the body does not assess current weather and climate risks then 
this should be clearly noted in the response.  
 
One approach to assessing the bodies current climate vulnerability is set 
out in Step 2 of Adaptation Scotland’s’ ‘Five Steps to Managing Your 
Climate Risks’ guidance. Table 2 (pg. 18) illustrates a weather impacts 
table that can be used to identify the most disruptive weather impacts, and 
the consequences these had on the body. 
 

Future climate risk 
Adapting to climate change will only be possible if risks linked to future 
climate change are assessed and understood. This means assessing risks 
that are likely to emerge from the 2020’s onwards.   
 

Some bodies will have a corporate level climate change risk assessment. 
Others will have a series of more detailed climate change risk 
assessments that assess risks facing different services, assets, 
infrastructure and communities.  
 

Assessments of future climate risk might also be included as part of risk 
assessments that address other issues. For example, within corporate risk 
assessments or as part of flood risk assessments. 
 

The response to this question should include references and links to a 
climate change risk assessment and/ or other risk assessments that 
include assessment of future climate risk. If this has been completed, the 
key climate threats and opportunities should be noted. 
 

If the body does not currently assess future climate change risks 
then this should be noted in the response.  
 
Step 3 of Adaptation Scotland’s’ ‘Five Steps’ guidance (pg. 23) provides 
an example process and template for assessing future climate risk and 
identifying and prioritising the key climate threats and opportunities. 
 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 

4b 
 

What arrangements does the body have in place to manage climate-related risks? 
Provide details of any climate change adaptation strategies, action plans and risk 
management procedures, and any climate change adaptation policies which apply 
across the body.  
 

Why  The question asks for information on how the body is managing current 
and future climate related risks in relation to climate change adaptation. In 
this instance ‘arrangements’ refers to any strategic plans, policies and 
action plans in the body relating to their internal function and wider activity 
to manage current and future climate risk.  
 

How to 
complete  

The body should provide details of how the current and future climate risks 
identified through risk assessments (see question 4a) are being 
addressed. These could be presented through climate change risk 
management procedures or strategies, adaptation action plans or any 
adaptation policies and actions included across policy areas. 
 

The response could include information about: 

• a climate change adaptation strategy or action plan that manages 
your identified climate risks, or 

• any strategies, plans, or policies that include climate change 
adaptation. Relevant information could be included across many 
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policy areas including business continuity, asset management, 
infrastructure, biodiversity, forestry, flood risk management, land 
use, development, regeneration, and emergency planning. 

 

The response to this question does not have to link directly to the 
information provided in question 4a. For example, your body may have 
climate change adaptation policies and actions that are not currently linked 
to a specific risk assessment and information about these can be included 
in your response to this question.  
 

If the body has not undertaken any work in this area, it should state this in 
the text box provided.  
 
Step 1 of Adaptation Scotland’s ‘Five Steps’ guidance (section 1.3 page 
11) highlights the importance of identifying where adaptation reporting 
arrangements sit within the body early in the adaptation planning process. 
This is reiterated in Step 4 of the guidance (Page 30) 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 

 Taking action 

4c 
 

What action has the body taken to adapt to climate change? 
Include details of action taken to adapt to climate change and to increase awareness 
of the need to adapt to climate change and build the capacity of staff and stakeholders. 
 

Why  The question asks the body to describe all adaptation related activity 
undertaken in the reporting year for its own internal function and in relation 
to any activity it carries out. This will help to clarify how proactive the body 
has been in taking practical action over and above strategy and planning 
development.  

How to 
complete 

Responses to this question should include adaptation actions that fall 
under both or one of the categories below:  

• Building adaptive capacity (BAC) 

• Deliver adaptation actions (DAA) 
 
 

Building Adaptive Capacity 
Action to build adaptive capacity includes work to increase the bodies 
capacity to understand and make decisions that will enable it to adapt to 
climate change. Example actions include: 

• Raising awareness of the need to adapt among staff, customers 
and stakeholder bodies 

• Participating in training that increases knowledge of how to adapt 
to climate change 

• Assessing climate risks through in-house risk assessments and/or 
commissioning specialist research. 

• Developing policies and plans that address climate risks, for 
example addressing the need to adapt to climate change through 
planning and place making. 

• Participating in cross sector partnerships /projects that enable 
increased understanding of climate risks and joint action to 
address these.  

 
Deliver Adaptation Action 
Delivering adaptation action refers to ‘on the ground’ delivery of actions 
that increase the body’s ability to adapt to future climate change. 
 

Example actions include:  



PBCCD reports 2016-17 Guidance 

 Version 1.6  38    

• Introduction/ improvement of green infrastructure (e.g. Street 
trees, high quality green spaces, green roofs, and green walls) that 
contributes to reducing flooding and overheating risk and, supports 
nature to adapt. 

• Introduction of natural flood risk management and/or managed 
coastal realignment.  

• Embedding climate change adaptation in the design and 
implementation new assets/ buildings/ infrastructure/ areas of 
public realm. 

• Retrofitting existing buildings, assets and public realm to increase 
ability to adapt to climate change. 

• Hard engineering solutions, for example, measures to reduce the 
impacts of heavy rainfall, overheating and severe weather on 
buildings, flood prevention infrastructure and, measures to reduce 
the risk of landslides impacting road and rail networks. 

 
 

If the body has not undertaken any work in this area, it should state this in 
the text box provided. 
 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 

4d Where applicable, what progress has the body made in delivering the policies 
and proposals included in the Scottish Climate Change Adaptation Programme 
(a) (“the Programme”)? 
If the body is listed in the Programme as a body responsible for the delivery of one or 
more policies and proposals under the objectives N1, N2, N3, B1, B2, B3, S1, S2 and 
S3, provide details of the progress made by the body in delivering each policy or 
proposal in the report year.  
 

(a) This refers to the programme for adaptation to climate change laid before the 
Scottish Parliament under section 53(2) of the Climate Change (Scotland) Act 
2009 (asp12) which currently has effect. The most recent one is entitled ‘Climate 
Ready Scotland: Scottish Climate Change Adaptation Programme’ dated May 
2014.   
 

Why  The question wants to know how the body is acting to support delivery of 
policies and proposals contained within the Scottish Climate Change 
Adaptation Programme. This should be considered for organisational 
function and any external activity.  
 

How to 
complete  

This question refers to policies and proposals contained within the Scottish 
Climate Change Adaptation Programme which can be downloaded at  
http://www.gov.scot/Resource/0045/00451392.pdf  
 

• The body should review the policies and proposals listed under each 
of the strategic objectives contained within the Scottish Climate 
Change Adaptation Programme. 

• It should identify the objectives where it is named under the ‘who will 
deliver?’ column within the tables that list the policies and proposals. 
If your body is not listed as a delivery agency for a given objective, 
please enter N/A in the ‘delivery progress made’ column.  

• For each policy and/ or proposal where it is listed under the ‘who will 
deliver?’ column, the body should describe the progress made against 
the delivery of the specified policy/ proposal in the ‘delivery progress 
made’ column. 

http://www.scotland.gov.uk/Resource/0045/00451392.pdf
http://www.scotland.gov.uk/Resource/0045/00451392.pdf
http://www.gov.scot/Resource/0045/00451392.pdf
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• If a body is responsible for multiple policy/proposals under a given 
objective, additional policy/proposal references lines can be added to 
the form by clicking ‘add’.  

• Use the comments box to provide any supplementary information or 
to include links to any other policies/strategies/plans/documents.  

 

 
 

 TIP! • Delivery Progress Made and Comments text boxes have a word limit 
of approx. 3000 characters (500 words) each. 

• If the body would like to make multiple comments on progress towards 
an objective, a duplicate row can be added by selecting the ‘Add’ 
button below the comment text box for each objective. 

•  If a particular objective is not relevant to the Public Body leave the 
‘Policy / Proposal reference’ and ‘Comments’ columns clear for the row 
and answer 'N/A' in the ‘Delivery Progress Made’ column (similar is to 
above example). It is not necessary to remove rows not relevant to the 
Body. 

 

 Review, monitoring and evaluation 

4e 
 

What arrangements does the body have in place to review current and future 
climate risks? 
Provide details of arrangements to review current and future climate risks, for example, 
what timescales are in place to review the climate change risk assessments referred 
to in Question 4(a) and adaptation strategies, plans and policies in Question 4(b). 

Why  Scotland’s climate is already changing and is expected to continue to 
change significantly in the years ahead. It is therefore important for bodies 
to regularly review and assess changing climate risks and related policies, 
strategies and actions to keep it accurate and up-to-date. This question 
wants to know if the body has a system in place to regularly review its 
climate risks and associated plans, strategies, policies and actions in 
relation to organisational function and wider activity if any is carried out.  

How to 
complete  

Please provide details of any measures or systems that are in place to 
ensure that climate risks are reviewed and responded to on a regular 
basis.  
 
This could include details of review timescales for risks 
assessments provided under question 4a and/or details of review 
periods for strategies, plans and policies specified under question 
4b.  
This information is useful in determining whether there is capacity and 
commitment within your body to assess and manage climate risks on an 
ongoing basis.  
 
If the body has not undertaken any work in this area, it should state this in 
the text box provided. 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 
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4f 
 

What arrangements does the body have in place to monitor and evaluate the 
impact of the adaptation actions? 
Please provide details of monitoring and evaluation criteria and adaptation indicators 
used to assess the effectiveness of actions detailed under Question 4(c) and Question 
4(d). 

Why  Adaptation is an iterative process that calls for close monitoring to ensure 
that your body is ‘adapting well’. The question wants to know how the body 
monitors and evaluates the effectiveness of its adaptation actions in 
order to tailor them to climate change risks as they evolve. This question 
is asked in relation to internal functioning of the body and for any activity 
it carries out.  

How to 
complete  

The body should provide information on what the criteria is for monitoring 
and evaluating climate change adaptation work being undertaken –  
 

• Within the body, and also; 

• to fulfil duties outlined in Scotland’s Climate Change Adaptation 
Programme.  

 

Monitoring and evaluation of climate change adaptation is key to ensuring 
your adaptation work is current and working well. This information 
provides an insight into the impact of adaptation work and how the body 
is planning for adaptation in the future. 
 

If the body has not undertaken any work in this area, it should state this in 
the text box provided. 
 

For further guidance on this section, please refer to Step 5 of the ‘Five 
Steps’. In addition, ClimateXChange has developed a set of indicators for 
monitoring and evaluating the impact of adaptation actions. For more 
information about the indicators please visit www.climatexchange.org.uk 
or contact   info@climatexchange.org.uk. 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 

 Future priorities for adaptation 

4g 
 

What are the body’s top 5 climate change adaptation priorities for the year ahead? 
Provide a summary of the areas and activities of focus for the year ahead. 

Why  
 

This question helps to convey the type and scale of action the body 
considers to be crucial in planning for climate change adaptation in the 
year ahead for its own functioning and any external activity it carries out.  

How to 
complete  

The body should provide details of climate change adaptation priorities for 
the coming year. This may include work to assess current or future climate 
risks, implement adaptation actions or monitor and evaluate progress.  
 

Examples could relate to work being carried out by the body and/or being 
delivered in partnership with others.  

 TIP! • Text box with a word limit of approx. 3000 characters (500 words). 

 Further information - Supporting information and best practice. 

4h The body should provide any other relevant information relating to climate change 
adaptation which has not been covered by the questions in this section. Please also 
use this opportunity to explain any examples of climate change adaptation action which 
might be deemed best practice. 

http://www.climatexchange.org.uk/
mailto:info@climatexchange.org.uk
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Part 5: Procurement 
 

Sustainable procurement is the process by which bodies make decisions on purchasing of 

utilities and resources that will maximise benefit to the body as well as minimising the impact 

on the environment. Sustainable procurement should help bodies assess resource purchase 

and use in relation to whole-life costings, origin of materials, operating costs and discard 

implications.  

Under new procurement legislation, at the start of a financial year, public bodies who spend 

over £5m per annum, will be required to publish a Procurement Strategy which must set out 

how the body intends to ensure that its procurement activities will contribute to the carrying out 

of its functions and the achievements of its purpose and are carried out in a manner which is 

compliant with the Sustainable Procurement Duty. As the Sustainable Procurement Flexible 

Framework will be covered in emerging legislation elsewhere, this section seeks to obtain 

information on how your body’s procurement policies and activities contribute to compliance 

with climate change duties.  

Further information on public sector procurement in Scotland can be found at 

http://www.gov.scot/Topics/Government/Procurement  

Procurement 
5a 
 

How have procurement policies contributed to compliance with climate change 
duties? 
Provide information relating to how the procurement policies of the body have 
contributed to its compliance with climate changes duties. 
 

Why  This question will help to clarify how sustainable procurement policy has had 
an impact on climate change reduction, reporting and compliance issues.  

How to 
complete  

State whether the body has a procurement policy in place and whether this 
contributes to its compliance with climate change duties.  
 
For example, does the policy in place include specific reference to the 
climate change duties or address any of the following three areas contained 
within the duties: 
 

1) Contribute to carbon emission reduction (climate change 
mitigation). For example, do you have any reference within your 
existing policy in regards to climate change, specifically in reference 
to policies that will lead to a reduction in greenhouse gas emissions 
or enhance carbon storage? 

 
2) Contribute to climate change adaptation. For example, do you 

have any reference within your existing policy, in regards to climate 
change adaptation. For example, response to actual or expected 
climate change and their harmful consequences or in reference to 
retrofitting or new infrastructure? 

 
3) Contribute to acting sustainably. For example, any social, 

environmental or economic impacts such as policies contributing 
towards air quality; resource efficiency; jobs / skills / engage and 
work with small businesses; green economy 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 

http://www.gov.scot/Topics/Government/Procurement
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5b 
 

How has procurement activity contributed to compliance with climate change 
duties? 
Provide information relating to how procurement activity by the body has contributed to 
its compliance with climate changes duties. 

Why  This question will help to clarify how sustainable procurement activity has 
had a material impact on compliance with climate change duties through 
carbon reduction and climate change adaptation. 

How to 
complete  

The body should detail any specific examples of procurement activity within 
the report year that has contributed to its compliance with the climate change 
duties. 
 
For example, this could be activities that have delivered a reduction in CO2e 
emissions; contributed to climate change adaptation and / or contributed to 
acting sustainably. Any examples that are able to quantify the impacts of the 
climate change relevant procurement activities would be exemplar. 
 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 
 

Further Information 

5c Supporting information and best practice 
The body should provide any other relevant supporting information and examples of best 
practice by the body in relation to procurement. Please provide any further information 
that is relevant but has not been addressed in response to questions 5a and 5b. 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 
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Part 6: Validation & Declaration 
It is important for bodies to introduce internal and/or external arrangements to assure 

themselves about the quality of figures and information contained in their climate change report. 

Internal arrangements could include: 

• A robust system of internal control and validation 

• Senior management review of data and/or climate change report 

• Peer review by utilising other external networks 

• Review by external experts to validate data, findings and content of climate change report.  

Validation of quantitative and qualitative information is regarded as good business practice and 

risk management of any inaccuracies or inconsistencies that could result in legal challenge or 

reputational damage.   

 Validation and Declaration 

6a Internal validation process 
Briefly describe the body’s internal validation process, if any, of the data/information 
contained within this report. 
 

Why  Many bodies undertake a system of internal validation when creating and 
publishing reports for external audiences, or in compiling data or other 
information that may be used in reports. This could include colleague or 
senior management review or internal data validation.  

How to 
complete  

The body should provide any information relating to internal validation of any 
of the information given in this document. The body should consider the 
following: 

• Was a project leader identified for the purposes of coordinating the data 
compilation and creation of this report? 

• Was this document created using a process for information gathering 
and verification? 

• Was the document and/or any of the data/information reviewed and 
signed off by an individual at executive level? 

• Was the completed document reviewed by an individual with 
responsibility for auditing or validation before being submitted?  

• Is the document saved securely to allow edit only by permitted authors? 

• Is the data and information used to collate the report, retained securely 
to avoid erroneous edit or deletion?  

 
If there has been no internal validation process, please indicate this in the 
text box. 

 

 TIP! • Text box with a word limit of approx. 3000 characters (500 words). 

6b Peer validation process 
Briefly describe the body’s peer validation process, if any, of the data or information 
contained within this report. 
 

Why  Peer validation provides a sense check to documentation and data by an 
individual with expertise or knowledge relating to the information contained 
in the report or service area. By instigating peer review a body is providing 
a level of assurance that the information is valid, accurate and relevant to 
the service area. 
 

How to 
complete  

The body should provide any information relating to peer validation of any 
of the data or information contained in this report.  Peer review can be 



PBCCD reports 2016-17 Guidance 

 Version 1.6  44    

 
 
 
 
 
 
 
 
 
  

defined as assessment of work by one or more people of similar competence 
to the report producers. In the case of this process peer review may be 
undertaken by individuals within a similar body.   
 
If the body has a peer review process, please provide a description of this. 
This could include: 

• A description of the type or proportion of the information contained 
within the report that was peer reviewed.  

• A description of the reviewing body.  

• A description of the process of peer review and why peer review was 
undertaken. 

 
If there has been no peer validation process, please indicate this in the text 
box.  
 

 TIP! • Text box with a word limit of approx. 3000 characters (500 words). 

6c  External validation process  
Briefly describe the body’s external validation process, if any, of the data or information 
contained within this report. 
 

Why  External validation of reporting information provides a body with an extra 
level of assurance that the information it is stating is correct and accurate.  

How to 
complete 

The body should provide information relating to any external validation 
process that any aspect of this report has undergone. Examples of this are 
as follows: 

• Energy consumption validated by external bureau services. 

• Sustainability and climate change information and action accredited by 
an external standard e.g. ISO14064/50001, Carbon Trust Standard, etc.  

• Any process or information validated through external audit or reporting 
requirement by a Government body e.g. CRC reporting etc.  

• Any informal external validation process (regarding information 
contained in this report) that the body voluntarily submits to.  

 
If there has been no external validation process, please indicate this in the 
text box. 
 

 TIP! • Text box with a word limit of approx. 3000 characters (500 words). 

6d No Validation undertaken 
If the body has not undertaken any validation of the information in this report, indicate 
this in the space provided and the reasons why this has not been undertaken.  
 

 TIP! • Text box with a word limit of approx. 3000 characters (500 words). 

6e Declaration 
The body should ensure that a person with senior responsibility signs off on this 
document to verify its content.  
 
Please provide their role/title in the body and the date the form was approved.  

 TIP! • Text box with a word limit of approx. 3000 characters (500 words). 
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Part 7: Recommended Reporting: Reporting on Wider 
Influence  
 

What is ‘Recommended Reporting’? 

This section of the template allows public sector bodies to report on their wider influence in 

reducing greenhouse gas emissions, and document relevant achievements not reported within 

the ‘Required’ section of the reporting template. This includes activities designed to reduce 

greenhouse gas emissions, and also other sustainability activities such as biodiversity, food, 

and water/resource use.   

Why have a ‘Recommended Reporting’ section? 

The influence of public sector bodies goes much further than their corporate estate and it is 

important to capture this. Additionally, following consultation on the ‘required’ reporting 

template, many professionals in the public sector expressed that they would like the opportunity 

to document their achievements beyond their corporate emissions and to not lose reporting best 

practice already contained in their previous sustainability and climate change reports.  

The Recommended Reporting template has been designed to capture this important information 

and enable good practice to be documented and shared between public bodies.  

What does this mean? 

There is no mandatory requirement for public sector bodies to complete this section, nor is there 

a requirement to complete the whole section if you have only started to gather data or 

commenced action in any of the particular areas. However public bodies are encouraged to 

complete as much as they can within this section, particularly while the content remains 

‘recommended’ as it may benefit their reporting capacity in future years. It will also help us to 

identify training gaps.  

Question 1 is now applicable to all public bodies, please see note below on how to complete if 

you are a local authority or another public body type. Question 2 onwards is the same for all 

public body types.  

For further help and support on this section of the template, please contact the Sustainable 

Scotland Network team at Keep Scotland Beautiful by email to: 

ssn@keepscotlandbeautiful.org or call 01786 468780 and ask to speak to one of the team.  

 

Question 1: Information specific for Local Authorities only:   
 Wider Influence on GHG emissions – Local Authority Question Only 

1 What are your total area-wide and per capita emissions? 
Use the dropdown to select the dataset your body uses to track emissions reporting.  

Why By their very nature, local authorities provide functions and roles that support 
all aspects of Scottish society. As a result, these bodies may directly or 
indirectly influence GHG emissions arising from other bodies or communities 
within their area of jurisdiction. Local authorities should use this data to 
inform policies and action within their area.  

mailto:ssn@keepscotlandbeautiful.org
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How to 
complete 

Please select the dataset your body uses to track emission reporting. To do 
this, select either 'subset' or 'full' from the dropdown list.  
 

Please note that the units for both the full dataset and subset dataset are in 
KtCO2 with the exception of per capita emissions which are in tCO2.   
 

The UK local authority and regional carbon dioxide emissions national 
statistics: 2005-2014 used within Table 1a and 1b can be found at 
https://www.gov.uk/government/statistics/uk-local-authority-and-regional-
carbon-dioxide-emissions-national-statistics-2005-2014  
 

For further information on wider influence emissions, please view: 
SSN Area-wide Emissions toolkit: Briefing Note 2: UK/Scottish Greenhouse 
Gas Inventories - http://www.keepscotlandbeautiful.org/media/636449/ssn-
area-wide-emissions-2-uk-scottish-greenhouse-gas-inventories.pdf  
 

 TIP! • Two tables will display on the screen – a) Subset and, b) Full.  The 
dataset selected in this question will inform the answers to the following 
questions in the Recommended Report. Once a table has been selected 
in the dropdown, the remaining table will remain visible. You can add 
any ‘other’ data that you collect to the bottom of the Subset of Full 
datasets tables.  
 

 

Question 1: Information specific for all other public bodies: 
 Wider Influence on GHG emissions – All Other Body Types 

1 Why To identify if the body gathers other data on emissions within their area.  
It is expected analysis of this question will identify good practice to share 
between public bodies.  

 How to 
complete 

If the body does not gather further information or report on emissions then 
please leave this table blank.  
 

 

Please use this table to provide any data you collect beyond your corporate 
estate e.g. transport, energy or waste. Use the comments box to give a 
description.  
 

 TIP! • Add and remove any rows as necessary. 

 

2a Targets  
Please detail your wider influence targets. 
 

Why This section has been aligned with the sectors of the draft Climate Change 
Plan 
 
Please provide any information on targets you have set within the public 
body to either reduce overall emissions and/or emissions in the different 
sectors of the draft Climate Change Plan.  
 
Table 3 in the next section will allow more detail around % saving, finances 
etc. to be provided to meet the targets that have been listed within this 
section of the Template.  
 
 
 

https://www.gov.uk/government/statistics/uk-local-authority-and-regional-carbon-dioxide-emissions-national-statistics-2005-2014
https://www.gov.uk/government/statistics/uk-local-authority-and-regional-carbon-dioxide-emissions-national-statistics-2005-2014
http://www.keepscotlandbeautiful.org/media/636449/ssn-area-wide-emissions-2-uk-scottish-greenhouse-gas-inventories.pdf
http://www.keepscotlandbeautiful.org/media/636449/ssn-area-wide-emissions-2-uk-scottish-greenhouse-gas-inventories.pdf
http://www.gov.scot/Publications/2017/01/2768
http://www.gov.scot/Publications/2017/01/2768
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What to do if target periods have run out. 
If no new targets have been set, the completed targets can be entered (using 
a target completion date that is passed by selecting 2016). Please provide 
comments around whether the target was achieved or not and whether there 
are future plans to revise or set new targets.  
 

How to 
complete 

Reporting an Overall Emissions Reduction Target 
If you have set an overall strategic/area-wide reduction target: 
Select ‘Overall reduction target’ from the dropdown menu and provide a 
description. Select a Target Type - the type of target can be 'absolute' i.e. a 
figure, or a percentage, per capita or 'other' depending on what suits your 
target.  
 
Reporting on draft Climate Change Plan Sector Specific Targets 
Select the appropriate ‘Sector’ from the dropdown list (electricity, residential 
etc.) and complete as above. You can add/remove rows as necessary.  
 

 TIP! • Use the comments box to provide further detail and link to any external 
documents 

 

2b Does your body have an overall mission statement, strategies, plans or policies 
outlining ambition to influence emissions beyond your corporate boundaries? If 
so, please detail this in the box below. 

Why  To identify areas where emissions have been factored into plans and 
strategies wider than your corporate influence.  

How to 
complete 

Strategy / or action plan information should be added here e.g. details of 
Local Transport Strategies, Council Plans and Local Development Plans 
that include information related to influencing emissions reduction beyond 
your corporate boundary. Links to relevant external documents should also 
be provided here.  
 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 

 

3 Policies and Actions to reduce Emissions 
Please detail any of the specific policies and actions which are underway to reduce 
emissions. 
 

Why Table 3 allows you to provide more detailed information on the policies and 
actions you have developed to reduce emissions. It is recognised that not all 
the requested information will be able to be populated this reporting period. 
However, please complete as much information as you have available to help 
identify any reporting or project gaps.  
 

How to 
complete 

The Template allows information to be reported on both retrospective and 
future projects, as well as the policies and actions from this current reporting 
period. This will allow information to be obtained on the cumulative impact of 
policies and actions. As area-wide work often has a long-term focus, this 
means that this table to capture expected future projects. 

 
Complete as much of the table as possible for each policy and action, 
providing comments where necessary. As noted above, if you do not have 
information for each box in the table then please complete as many boxes 
as possible and leave boxes you cannot source information for blank.  
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You can add as many policies and actions needed by selecting 'add' at the 
bottom of the table.  
                        
Please use the text box below Table 3 to provide any detail on data sources 
or limitations relating to the information provided in Table 3. This will aid 
understanding of reported data and will enable the reporting template to be 
improved in future years.  
 

4 Partnership Working, Communications and Capacity Building 
Please detail any climate change partnerships, communication and capacity building 
initiatives below.  
 

Why This question is asked in order to identify good practice within bodies and to 
demonstrate links between different public-sector agencies and will allow 
further information to be gathered on the policies and actions stated in Table 
3. This question is designed to build up a better picture nationally of the role 
that community, public and private sector partners play in achieving the 
policies and actions to meet the overall targets outlined.  

How to 
complete 

Select the ‘key action type’ most suited to the action you intend to report. 
‘Other’ can be selected if the options do not fit what you plan to report. Where 
applicable these will be merged into the template in future reporting years.  
 
Provide a clear description. Select if you were the project lead, provide the 
lead body name if this is not your body. List any private/public/3rd sector 
partners in the boxes provided. Give details on the outputs, this could be 
project actions/deliverables e.g. media content, training, technology 
development or infrastructure information. Only a brief summary is required.  
  

 TIP! • To add or remove a Key Action select the ‘Add or Remove’ button from 
the bottom left corner of the table.  

 

5 Other Notable Reportable Activity 
Please detail key actions relating to Food and Drink, Biodiversity, Water, Procurement 
and Resource Use in the table below. 

Why This question was developed to capture additional information around key 
public sector policies and projects not identified in other areas. 

How to 
complete 

Select the ‘key action type’ for the action you intend to report and provide a 
description within the ‘key action description’ box. ‘Other’ can be selected if 
the options do not fit what you plan to report. Where applicable, these will be 
merged into the template in future reporting years.  
 
Provide a description. Select if you were the project lead, or participant or 
supporter depending on the level of input you had to the project, providing 
impact information.  
 
The comments box can be used to provide any further information you would 
like to include or links to any external documents/web pages you believe 
relevant. 
 
 
 

 TIP! • To Add or Remove a Key Action select the ‘Add or Remove’ button 
from the bottom left corner of the table.  
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6 Please use the text box below to detail further climate change related activity that 
is not noted elsewhere within this reporting template. 

Why To capture anything else you feel we may have missed. Information provided 
here will be used to improve the reporting template in future years  
 

How to 
complete 

Use this box to describe/list any further activity not included elsewhere in this 
report 

 TIP! • Text box with a word limit of approx. 6000 characters (1000 words). 
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Recommended Reporting: Practical Support and Tools 
The following table contains a list of hyperlinks to further information available.  

Wider Influence on GHG emissions 

The Sustainable Scotland 
Network’s Area-wide 
Emissions Toolkit 

Online Tool SSN 

http://www.keepscotlandbeautiful.org/sustainab
ility-climate-change/sustainable-scotland-
network/sustainability-resources/area-wide-
emissions/ 

ISM and Low Carbon 
Behaviours 

Support & 
resources  

SSN 
ISM and Low Carbon Behaviours 

   Further Support and Guidance 

UK local authority and 
regional carbon dioxide 
emissions national statistics: 
2005-2014 

Statistics – 
Full dataset 
and subset 
datasets 

Department of 
Energy and 
Climate Change 
(DECC) became 
part of 
Department for 
Business, 
Energy & 
Industrial 
strategy in July 
2016. 

https://www.gov.uk/government/statistics/uk-
local-authority-and-regional-carbon-dioxide-
emissions-national-statistics-2005-2014 

UK Emissions statistics 
Frequently Asked Questions 

FAQ’s 

Department of 
Energy and 
Climate Change 
(DECC) 

https://www.gov.uk/government/uploads/syste
m/uploads/attachment_data/file/371493/uk_em
issions_statistics_faq.pdf  

Draft Climate Change Plan - 
the draft Third Report on 
Policies and Proposals 2017-
2032 

Policy and 
Proposals 

Scottish 
Government 

http://www.gov.scot/Publications/2017/01/2768 

Covenant of Mayors 
guidance for Sustainable 
Energy Action Plans 

Guidance 
Covenant of 
Mayors 

http://www.covenantofmayors.eu/actions/sustai
nable-energy-action-plans_en.html  

Global Protocol for 
Community-Scale 
Greenhouse Gas Emission 
Inventories 

Greenhous
e Gas 
Protocol 
Standard 

World 
Resources 
Institute, C40 
Cities Climate 
Leadership 
Group & ICLEI 

 
http://ghgprotocol.org/files/ghgp/GHGP_GPC.p
df  

C40 Cities Climate 
Leadership Group 

Resources  C40 http://www.c40.org/  

PAS 2070 – Specification for 
the assessment of 
greenhouse gas emissions of 
a city 

Guidance BSI  

http://shop.bsigroup.com/Browse-By-
Subject/Environmental-Management-and-
Sustainability/PAS-2070-2013/  
(Can be downloaded at no cost).  
 

 
  

http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/using-ism-for-sustainable-change/
https://www.gov.uk/government/statistics/uk-local-authority-and-regional-carbon-dioxide-emissions-national-statistics-2005-2014
https://www.gov.uk/government/statistics/uk-local-authority-and-regional-carbon-dioxide-emissions-national-statistics-2005-2014
https://www.gov.uk/government/statistics/uk-local-authority-and-regional-carbon-dioxide-emissions-national-statistics-2005-2014
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/371493/uk_emissions_statistics_faq.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/371493/uk_emissions_statistics_faq.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/371493/uk_emissions_statistics_faq.pdf
http://www.covenantofmayors.eu/actions/sustainable-energy-action-plans_en.html
http://www.covenantofmayors.eu/actions/sustainable-energy-action-plans_en.html
http://ghgprotocol.org/files/ghgp/GHGP_GPC.pdf
http://ghgprotocol.org/files/ghgp/GHGP_GPC.pdf
http://www.c40.org/
http://shop.bsigroup.com/Browse-By-Subject/Environmental-Management-and-Sustainability/PAS-2070-2013/
http://shop.bsigroup.com/Browse-By-Subject/Environmental-Management-and-Sustainability/PAS-2070-2013/
http://shop.bsigroup.com/Browse-By-Subject/Environmental-Management-and-Sustainability/PAS-2070-2013/
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Annexes 

Annex 1: Required Reporting - Practical Support and Tools 
 

Several Scottish funded delivery bodies and agencies offer different types of support to the 

public sector in Scotland. This includes: 

• Sustainable Scotland Network  

• Resource Efficient Scotland programme delivered by Zero Waste Scotland  

• Adaptation Scotland 
 

The following table contains a list of hyperlinks to assistance currently available. This list has 

been split in terms of its relevance to the reporting template and guidance sections.  

Embedding, Learning & Engagement 

SSN Climate Change E-
learning Module 

Online Tool SSN http://www.keepscotlandbeautiful.org/sustai
nability-climate-change/sustainable-
scotland-network/sustainability-resources/e-
learning-module/  

ISM and Low Carbon 
Behaviours 

Support & 
resources 

SSN https://www.keepscotlandbeautiful.org/sust
ainability-climate-change/sustainable-
scotland-network/using-ism-for-sustainable-
change 

Governance Management and Strategy 

Climate Change 
Assessment Tool 

Online Tool Resource Efficient 
Scotland 

http://www.zerowastescotland.org.uk/save-
energy-reduce-waste/climate-change-
assessment-tool 

Corporate emissions, targets and project data 

GHG Protocol Corporate 
Standard 

WRI/WBCSD http://www.ghgprotocol.org/corporate-
standard  

Environmental Reporting 
Guidelines: mandatory 
GHG emissions reporting 

Guidance DEFRA https://www.gov.uk/government/publication
s/environmental-reporting-guidelines-
including-mandatory-greenhouse-gas-
emissions-reporting-guidance 

Carbon Footprint and 
Project Register Tool 

Online Tool SSN and 
Resource Efficient 
Scotland 

https://www.keepscotlandbeautiful.org/sust
ainability-climate-change/sustainable-
scotland-network/sustainability-
resources/carbon-footprint-and-project-
register-tool/  

Greenhouse Gas 
Conversion Factor 
Repository 

Online Tool DEFRA https://www.gov.uk/government/collections/
government-conversion-factors-for-
company-reporting 

Savings Finder Online Tool Zero Waste 
Scotland 

http://savingsfinderresourceefficientscot
land.com/ 

Adaptation 

Adaptation Scotland Guidance / 
Resources 

Adaptation 
Scotland 

http://www.adaptationscotland.org.uk/  

5 Steps to Managing Your 
Climate Risk 

Guidance Adaptation 
Scotland 

http://www.adaptationscotland.org.uk/how-
adapt/tools-and-resources/five-steps-
managing-your-climate-risks  

Climate Adaptation Wizard Online Tool UKCIP http://www.ukcip.org.uk/wizard/ 

Adapt ME toolkit – 
Monitoring and Evaluation 

Online Tool UKCIP http://www.ukcip.org.uk/wordpress/wp-
content/PDFs/UKCIP-AdaptME.pdf 

ClimateXChange 
Indicators and trends 

Website / 
Guidance 

ClimateXChange http://www.climatexchange.org.uk/adapting-
to-climate-change/indicators-and-trends/  
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Procurement 

Public Sector Procurement Information Scottish 
Government 

http://www.gov.scot/Topics/Government/Pr
ocurement 

Sustainable Procurement 
Duty 

Information, 
Tools, Case 
Studies 

Scottish 
Government  

http://www.gov.scot/Topics/Government/Pr
ocurement/policy/corporate-
responsibility/Sustainability 

  

http://www.gov.scot/Topics/Government/Procurement
http://www.gov.scot/Topics/Government/Procurement
http://www.gov.scot/Topics/Government/Procurement/policy/corporate-responsibility/Sustainability
http://www.gov.scot/Topics/Government/Procurement/policy/corporate-responsibility/Sustainability
http://www.gov.scot/Topics/Government/Procurement/policy/corporate-responsibility/Sustainability


Climate Change (Scotland) Act 2009

Part 3 Reporting Duties of Ministers to the Scottish 
Parliament  

2011

Part 4 Climate Change Duties of Public Bodies 

Periodically set framework of annual emission reduction
targets

Periodically report on policies and proposals (RPP) to meet
framework targets and contribute to interim and 2050
targets.

Report annually on progress against annual, interim and
2050 targets

RPP2 Targets 2013-2027

RPP3/Climate Change Plan Targets 2017-2032

RPP1 Low Carbon Scotland - Meeting the 
Emissions Reduction Targets 2010-2022

2013

2017

Exercise their functions :

• to help achieve targets set by the Act

• to help deliver the Scottish Climate Change

Adaptation Programme laid under the Act; and

• in the most sustainable way.

Scottish Government Climate Change Behaviours 
Research Programme 2010-13

• Low Carbon Behaviours Framework
• Influencing Behaviours: Moving Beyond the Individual –

the ISM Tool

Understanding and influencing behaviour critical
to meeting targets.

ISM highlighted as key approach for building
“stronger policies and programmes to meet the
challenge of changing the way we live, work and
travel.”

More participative approach with stakeholder
engagement to help inform policy development and
delivery including ISM workshops on key policy areas
and sectors: Transport, Energy, Built Environment,
Agriculture, Forestry, Waste and related land-use.

Structured around key sectors of energy supply,
homes and communities, business and the public
sector, transport, rural land use and waste.

Annual reports to be submitted by all
Major Players detailing compliance with the
climate change duties (Section 44 Order
under Act, November 2015). Covering

• Required Reporting: List of projects to
reduce corporate emissions including
behaviour change aspects and use of
ISM for programme/project
development

• Recommended Reporting: Other plans,
actions and notable activities including
partnerships and broader functions that
influence emissions beyond
organisational direct control. Include
information on behaviour change
aspects and use of ISM to plan,
implement or evaluate progress.

“Public Bodies Climate Change Duties: 
Putting Them Into Practice” Guidance on 
context, scope of duties and key principles.

Major Players defined as Public Bodies 
having high influence or impact on climate 
change due to size of estate, staff, budget, 
or having an audit or regulatory function.

ISM workshops help 
identify challenges and options for 

achieving transformational change within key 
policy areas.  Inform policy development for delivery 

by others including the public sector. 

Public sector climate change reports identify annual 
savings contributing to RPP3 emission reduction targets. 

Use ISM to help design projects, plans and activities, 
dependent on behaviour change as part of partnership 

initiatives including Sustainable Energy Action Plans,
and Local Outcome Improvement Plans. 

2011

2015

2013

Annex 2: Role of ISM in influencing Policy 
Development and Project Design 

http://www.gov.scot/Topics/Environment/climatechange/scotlands-action/lowcarbon/meetingthetargets
http://www.gov.scot/Publications/2017/01/2768
http://www.gov.scot/Topics/Environment/climatechange/scotlands-action/lowcarbon/rpp
https://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/sustainability-resources/carbon-footprint-and-project-register-tool/
http://www.gov.scot/Topics/Environment/climatechange/howyoucanhelp/publicbodies/majorplayers
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Annex 3: Glossary of Key Terms  

Term Definition 

Adaptation Increasing resilience to a changing climate 

Area-wide emissions Emissions generated across a geographical area 

Arrangements Systems, policies, actions developed 

Baseline year The year used to measure progress against targets 

Behaviour change 
Projects, actions, systems developed to encourage more sustainable 
practices by individuals or bodies 

Body Organisation 

Business travel Travel undertaken by your employees to carry out operational functions 

CCAT 
Climate Change Assessment Tool developed by Resource Efficient 
Scotland programme delivered by Zero Waste Scotland 

DECC Department of Energy and Climate Change 

DEFRA Department for Environment, Food and Rural Affairs 

Draft Climate Change 
Plan (RPP3) 

Draft Climate Change Plan - the draft Third Report on Policies and 
Proposals 2017-2032 

EV Electric vehicle 

Fleet Vehicles owned and operated by your body 

Footprint Everything included within your reporting boundary 

FTE Full time equivalent (employees) 

Greenhouse Gas 
Protocol 

The Greenhouse Gas (GHG) Protocol, developed by World Resources 
Institute (WRI) and World Business Council on Sustainable Development 
(WBCSD), sets the global standard for how to measure, manage, and 
report greenhouse gas emissions. 

Five principles of the 
GHG Protocol 

1. Relevance - Ensure the GHG inventory appropriately reflects the 
GHG emissions of the company and serves the   decision-making needs 
of users – both internal and external to the company. 

2. Completeness - Account for and report on all GHG emission 
sources and activities within the chosen inventory boundary. Disclose 
and justify any specific exclusions. 

3. Consistency - Use consistent methodologies to allow for 
meaningful comparisons of emissions over time. Transparently document 
any changes to the data, inventory boundary, methods, or any other 
relevant factors in the time series. 

4. Transparency - Address all relevant issues in a factual and 
coherent manner, based on a clear audit trail. Disclose any relevant 
assumptions and make appropriate references to the accounting and 
calculation methodologies and data sources used. 

5. Accuracy - Ensure that the quantification of GHG emissions is 
systematically neither over nor under actual emissions, as far as can be 
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judged, and that uncertainties are reduced as far as practicable. Achieve 
sufficient accuracy to enable users to make decisions with reasonable 
assurance as to the integrity of the reported information. 

ISM 
Individual, Social, Material approach developed as part of Scottish 
Government’s Climate Change Behaviours Research Programme 

LULUCF Land Use, Land Use Change and Forestry 

Major player Organisation deemed to have significant influence in Scotland 

Mitigation Reducing emissions is referred to as climate change mitigation 

Outside of scopes Emissions attributed to the burning of biomass and other biofuels 

PBCCD Public Bodies Climate Change Duties 

Project Lifetime This is the length of time that the project will be operational for 

PSSR Public Sector Sustainability Reporting 

Recommended 
Reporting 

Climate Change Reporting on wider influence of public body i.e. reporting 
on emissions beyond estate boundary 

Renewable electricity 
Electricity generated from naturally replenishing resources e.g. feedstock, 
sunlight, wind, tidal etc.  

Renewable heat 
Heat generated from naturally replenishing resources e.g. feedstock, 
sunlight, wind, tidal etc.  

Reporting boundary 
The list of emission sources the body chooses to measure over a 
reporting period e.g. gas, electricity, waste etc.  

Reporting metric 
Unit of measurement used to monitor, quantify or report on the 
consumption of a resource or service provided 

Required reporting 
Minimum reporting required by all major player public bodies for 2016-17 
activities  

SCCAP  Scottish Climate Change Adaptation Programme 

Scope 1 emissions Direct emissions from sources owned or operated by the body 

Scope 2 emissions 
Indirect emissions from the consumption of purchased electricity, steam 
or power generated outwith the body 

Scope 3 emissions 
Indirect emissions that are a consequence of the operations or services 
of the body 

Staff travel Travel by staff to work (commute) 

 

 

 



 

  

 

 

 

 

 

 

Keep Scotland Beautiful is the charity that enables  

action on sustainable development by working with 

organisations and communities to change behaviour to 

reduce carbon emissions and environmental impact. It  

is part of our work to make Scotland clean, green and 

more sustainable. 

T: 01786 471333     E:info@keepscotlandbeautiful.org 

F facebook.com/KSBScotland      T @KSBScotland 

www.keepscotlandbeautiful.org 

Keep Scotland Beautiful is a registered Scottish charity. Number SC030332.  
Copyright Keep Scotland Beautiful 2017. All rights reserved. 


