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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 

This guidance note update has been prepared by the SSN team at KSB to highlight the key 
changes we have made to the 2015-16 guidance. 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. 
 
The following guidance note updates have been developed to assist you with completing the 
public sector climate change duties reports for 2016-17. This document highlights only the 
substantive updates that have been made to the 2015-16 reporting guidance and the 
Online Reporting Platform.  It is intended as a quick reference guide for those who are 
familiar with the guidance and the reporting platform.   The full 2016-17 guidance and other 
reporting resources can be accessed on the SSN webpages at  
http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-
network/climate-change-reporting/ 
 
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   
 
Reports should be submitted by 30 November 2017 through the online reporting platform: 
https://procxed.scotxed.net/ProcXed/Security/Logon.aspx 

Guidance updates 

Note: Where a section of the report is not mentioned in this document no substantive changes 

have been made to the 2015/16 guidance.  

Section 1: Profile of reporting body 

Organisational Profile 
1e 
  

Overall budget of the body 
 

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. 

1f 
  

Report Year 

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 once 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: 

http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/climate-change-reporting/climate-change-reporting-resources/section-three-emissions-targets-and-projects/
http://www.keepscotlandbeautiful.org/sustainability-climate-change/sustainable-scotland-network/climate-change-reporting/climate-change-reporting-resources/section-three-emissions-targets-and-projects/
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
https://procxed.scotxed.net/ProcXed/Security/Logon.aspx
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(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 on or 
before 01 July 2017. All other questions can be completed in the form in 
the meantime. 
If you think that your body has been allocated against the wrong reporting 
year, please contact SSN who will amend this for you. 

 

Section 2: Governance, Management and Strategy 

Governance and Management 
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. 
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: 
 

• How does the body manage, monitor, report and administer 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. 
 

• Provide 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. 

• Information contained in this response should show reporting flows 
through the body and how climate change impact and reduction is 
considered through the general management of the body.  
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• 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.  

 
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 

 
o 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 of typical information that might be provided is given 
below.  

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 
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 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? 

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.   
 
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.   
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2e  Does the body have any plans or strategies covering the following areas that 
include climate change? 

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.  
 

Specific climate change strategies 

 
 
The policy areas within the table are: 
 

1)  Adaptation  
2)  Business Travel – Travel undertaken by employees to carry w 

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  

 

2f 
 

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

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.  
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Section 3: Emissions, Targets and Projects 

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.  

How to 
complete  

If the body does not record carbon emissions by scope. 
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). 
 
Baseline and footprint year emissions 

 
 
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.  

How to 
complete  

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 

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. 
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https://www.gov.uk/government/uploads/system/uploads/attachment_da
ta/file/310779/UK_National_Inventory_Report_Main_1990-2012.pdf 
 
Breakdown of emission sources 

 
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. 

                                                
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). 

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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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. 
 
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, 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. 
 
 
 
  
 
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/attachme
nt_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. 

 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 is 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 

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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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. 
 
 
 
 
 
 
 

Targets 

3d Targets. 

How to 
complete  

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 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. 

Projects and changes 

3e Estimated total annual carbon savings from all projects implemented by the 
body in the report year. 

How to 
complete  

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 

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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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). 

3f Detail the top 10 carbon reduction projects implemented by the body in the 
report year.  

How to 
complete  

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. 
 
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. 
 
Reduction projects 

 
3g Estimated decrease or increase in emissions from other sources in the report 

year.  

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. 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 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. 
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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. 
 
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. 
 

3h Anticipated annual carbon savings from all projects implemented by the body 
in the year ahead. 

How to 
complete  

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. 
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. 

3i Estimated decrease or increase in emissions from other sources in the year 
ahead. 

Why  
 

In addition to reductions in a body’s carbon footprint that happen because 
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. 
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How to 
complete  

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. 
 
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. 

 

Section 4: Adaptation 

No significant changes in guidance since 2015-16.  

Section 5: Procurement 

Procurement 
5a 
 

How have procurement policies contributed to compliance with climate 
change duties? 

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 

5b 
 

How has procurement activity contributed to compliance with climate 
change duties? 

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 can quantify the 
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impacts of the climate change relevant procurement activities would 
be exemplar. 

   

Section 6 – Validation 

No significant changes in guidance since 2015-16.  

Section 7 – Wider Influence 

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.  

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.  

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
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 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. 

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

Why This question is asked 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.  
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Guidance updates – Online Reporting Platform (ORP) 

Before getting started please note the following: 

• You will be automatically logged out after 10 minutes of inactivity therefore please 

remember to save regularly to ensure no data entered is lost (see 3.2 on ‘How to 

Save’).  

• Only one user from an Organisation can be logged into the reporting platform at a time. 

This is a security measure to ensure that data cannot be overwritten. 

• The screen refreshes regularly, particularly after data entry and when saved – this is 

normal.  

• ScotXed is part of the Scottish Government unit that has developed this climate change 

collection.  

• We are referring to this Public Bodies Climate Change Duties Reporting system as the 

Online Reporting Platform. 

Requesting login for a New User 

If you would like to create a new account for a different member of staff, contact the ScotXed 

team directly at: ScotXed@gov.scot and include in the e-mail the following: 

• Name of the Collection (Climate Change) 

• Name of the Organisation  

• The new account holder’s full name and the new account holder’s e-mail 

address. 

Viewing user details for your Organisation 

If you would like to see who else has been issued login details for the online reporting platform, 

you can either: 

(i) Whilst you are logged into the collection in the main dashboard, select menu > view 

Organisation Contact Report (as highlighted below) 

 

 

(ii) Contact the SSN team who have a download of all the users who have access to 

the form and would be happy to inform you. 

mailto:ScotXed@gov.scot


PBCCD Guidance Update 2016-17 

Version 1.2   18    

Further general tips for completing the form  

• Some fields are locked – such as Q1A and Q1B; Public Body name and type which 

cannot be edited. 

• Question 1F ‘Specify the Reporting Year’ has also been locked to ensure that the 

correct set of emission factors are applied in Q3B for your reporting period. If you 

believe that the incorrect reporting year has been applied, please contact SSN 

who will be able to fix this for you.  

• It is recommended for Question 3 of the Required Reporting section that Q3A and Q3B 

be completed in order as particular figures relate to the embedded formulas in these 

tables.  

• Some figures, particularly those in Question 3 of the required section, will auto 

calculate. The auto calculate will only happen once you have selected ‘save’ after each 

entry.  

• The form will occasionally re-load after you have finished inputting data. This is most 

likely to happen when there is an auto calculation, auto fill or internal validation process 

taking place in Q3A & Q3E. The re-load is normal, and will just require some patience.  

Producing Reports. 

You may wish to export the data form to circulate among colleagues for peer and/or 

management review. Reports can be produced multiple times at any stage of report 

production. This is possible through the ‘reports’ function. 

(i) To produce a report, open the Menu and select ‘View Reports’ under the Reports 

drop down.  

(ii) In the screen that appears select the ‘Data Collection Type’ (there will be only one 

option – Climate Change) and additional drop down boxes will appear on the 

screen (see below).  

(iii) There may be multiple options under the ‘Reports’ drop down box; Admin and 

Summary. Select ‘Summary – User Version’.  

(iv) Click on the ‘View Report’ button (highlighted below). 
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(v) To download a report, click on 

the floppy disc highlighted in 

the image on the right. 

Select the type of report you would like – 

Excel, PDF or Word. 

The report will open in a new window in 
the format selected and can be saved on 
your computer. You may need to 
temporarily allow pop ups.  

If the report needs to be printed, 
optimal print settings are A3 & 
Landscape in PDF.  

Note that edits made in the downloaded 

report will not be added to the online data 

form automatically. 

Technical assistance with the form 

Please direct any technical enquiries to SSN and if we are not able to resolve the issue directly 

we would be happy to liaise with the ScotXed team on your behalf to resolve any technical 

difficulties. 



 

  

 

 

 

 

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 
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