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1. 
um enterprises 

easure and report their annual carbon footprint in tonnes of Carbon 
CO2).  

2. 
n of data, 

an enterprise’s environmental performance (Carbon 
scheme are 

Enterprises with a certificated Carbon Footprint can use this information to promote 
st similar organisations and to improve their 

environmental performance.  

on footprint 
st. 

 
3. 

te and return application 

 
tion will be reviewed for eligibility to join the scheme. You 

All applications and contracts are subject to BRE Global’s Standard Terms and 
N101. 

 or help with your application contact us on 01923 664100 or e-

4. Verification 
 and the 

u will be required to present to the 

 ensure that 
al relevant 
e a review 

rgy meters and interviews with staff where applicable.  

ble, the assessor will ask for this to be 
provided after the visit and in certain circumstances this could require a further visit. 
 
At the end of the assessment the assessor holds a closing meeting to summarise the 
information and data that have been verified and to confirm the next steps of the 
process. 

  
The frequency of verification visits is once a year. 
 
 
 

Introduction  
 This certification scheme has been designed to allow small and medi
(SME’s) to m
Dioxide (
 
Scope 
This scheme provides ongoing independent, third party verificatio
calculation and certification of 
Footprint). This will ensure that the requirements of the carbon footprint 
met and maintained (see Appendix 2). 
 

their business activities, benchmark again

 
The certification process is set out in Appendix 1. 
 
The calculation methodology used for this scheme is the BRE Carb
calculator, which is owned and operated by the BRE Tru

Applications to join the Scheme 
To apply for a carbon footprint assessment please comple
form BF 964 ‘Application for Certification of Carbon Footprint’.   

Upon receipt, your applica
will then be contacted by an assessor to arrange an assessment visit. 
 

Conditions as detailed in P
 
For more information
mail enquiries@breglobal.co.uk 
 

assessment  
 The assessment starts with an opening meeting to discuss the scheme
format of the assessment.  
 
Appendix 2 sets out the objective evidence that yo
assessor during the visit (documentation pack).  
 
During the assessment the assessor will ask for a tour of your facilities to
all of your activities including any subsidiary companies and addition
locations have been included in your evidence pack.  This will also includ
of ene
 
Where objective evidence is not availa
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5. 
 Global for 

mmunicated to the assessor and 

tprint and a 
uced. Certificates are awarded to Enterprises when all verification 

 corrective and preventative 

ion including size of the premises and 
nal buildings 

tificate. 
tion is based on information verified at the 

assessment date and that no liability can be accepted for changes to the 

E Global of any proposed modifications to the business activities, 
calculation and result.  Requests to assess proposed 

 be advised of 
ification. 

 

 used as 
36 

‘Selection of Certification Marks’.  

7. Approval 
 

ied data and objective evidence only from BRE Global 

the following 

•
ssor 

obal or have 
equivalent professional status 

• Be a ‘fit and proper person’. 
• Have appropriate profession indemnity insurance cover 
• Operate an acceptable complaints procedure 

 
The training material and examination is available only to candidates who register 
with BRE Global, complete an on-line application form and pay the required fees. 

Calculation, certification and maintenance 
 The assessor will send the verified data and objective evidence to BRE
review. Any issues arising from this review are co
further information sought as necessary. 
 
The final data set is then used to calculate the enterprise’s carbon foo
certificate is prod
activities have been satisfactorily completed, and any
actions are complete. 
 
The certificate contains the following information: 
• Name and address of the enterprise 
• Boundary conditions of the certificat

number of floors and additio
• The CO2 emissions in tonnes resulting from the calculator 
• Details of how the certificate can be used  
• Period of validity of the cer
• A disclaimer to state that the calcula

business activities after the visit.  
    
Certificates and listing are maintained subject to: 
 
• Annual re-calculation including a verification assessment 
• Approval by BR

which may affect the 
changes must be made in writing to BRE Global. The applicant will
the further BRE Global requirements necessary to retain cert

6. Certification Mark 
 

Once a certificate has been issued, the BRE Certification Mark may be
directed in the publication PN103 'Use of the BRE Global Marks' and GD0

 
Assessor 

BRE Global will accept verif
approved Carbon Footprint Assessors (CFAs). 
 
In order to become a BRE Global approved CFA candidates must fulfil 
requirements:  
 

• Undergo specific training  
• Pass an examination 
 Submit a completed application form to BRE Global 
• Be a member of a recognised, independently certificated, asse

programme, or a business organisation acceptable to BRE Gl
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All the training material for the BRE Global Carbon Footprint Certification Scheme is 

 and consists of the following sections: 

ls and procedures  
requirements  

•

dertake surveys 
d how to collect 

quirements of the scheme. 
 

red 

e information 
g materials. When the candidate completes the 

date has 
are made 

obal to 
roviding 

of a 
l be necessary to 

ofessional 

 
ments have been met a certificate (BF 966) will be issued 
 that they have met the requirements identified in this 

Footprint 
e BRE Global Carbon Footprint Certification Scheme. 

 
 

8. Complaints and Appeals 
 

 BRE Global operates procedures for complaints and appeals which are described in 
document PN100.  
 
 
 

provided through an online resource
 

• Scheme protoco
• Evidence 
 Business certification  
• Examination 

 
The training enables candidates to develop the skills required to un
and assessments, an understanding of the information required an
and submit this information within the re

Once all training material has been reviewed the system will allow registe
candidates to access their online examination. 
. 
The examination will consist of randomly chosen questions based on th
contained within the trainin
examination, the system will offer an instant result and confirm if the candi
passed or failed. Details of candidates that have passed the examination 
available to BRE Global. 
 
Once the examination has been passed candidates may apply to BRE Gl
become an approved CFA by completing the application form (BF 157) and p
evidence of the requirements listed above.  
 
In some circumstances, e.g. where applicants are not already members 
recognised independent certification programme for assessors, it wil
provide proof of identity and to undertake an interview or structured pr
assessment with BRE Global. 

Once all the above require
to the applicant confirming
scheme document (SD180) and have the status of an approved Carbon 
Assessor for th
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Appendix 2 – Documentation pack  
 

ppendix details the level of informThis a ation that applicants should collate and make 
aavailable to the ssessor. 

Activity Objective evidence 
Business bou
conditions 
 

ditions consist of: 
er of employees 

• Size of business premises 

ned from the 
nts to the entirety 

ers and 
ery. 

s all 
 an error has 

de or a false statement has been given, any certificates issued 
sessment and the company will 

ssment has been 

s. The 
staff including  

y 
e understand 
 100 staff will 
ough the 

remely 

nditions during the verification 
visit. If the number of employees is over 30 or the activities of the 

nd complicated it may not be possible to give 
rint without 

rred directly 

ndary The scheme Boundary con
• Numb

• SIC Code 
 
It is a requirement of the scheme that a declaration is obtai
business confirming that the information given amou
of the business activities, premises and employee numb
subsidiary companies that contribute to your overall business deliv
This is to ensure that the carbon footprint calculation cover
business activities. Should it subsequently turn out that
been ma
will be suspended pending a further as
be suspended from the scheme until further asse
made. 

Business/Scheme boundary conditions are:  

Number of employees  

To determine if size of business is within scheme boundarie
scheme is aimed at businesses up to approximately 30 
lone workers; this number has been chosen to allow as man
businesses as possible through the calculation process. W
that all businesses are different and some businesses with
be very simple in nature and could easily be processed thr
calculation engine, whilst some with minimal staff will be ext
complicated. As part of the compliance process the assessor will review 
suitability with the scheme boundary co

organisation are varied a
an accurate calculation of the Business Carbon Footp
sourcing additional information. These cases should be refe
to the scheme administrator on 01923 664100 or 
enquiries@breglobal.com.  

Size of the business premises 

To allow a comparison of the business carbon footprint with
groups, the assessor will ask to see plans or lease agreeme
the overal size of the business premises. If no plans or leas
agreement is available a survey of the premises may be req
statement fro

 peer 
nts to show 

e 
uired  or a 

m the business, signed by an appropriate member of the 
business organisation, giving an accurate estimate of the area occupied 
by the business premises. Copies of this information will be taken by 
the assessor as part of the assessment report. This information should 
be inserted into the compliance checklist. Where an estimate of the size 
of the business premises is made this will be denoted by the suffix E 
(estimate) in the ranking procedure for Business Carbon Footprints and 
on the certificates. 
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Where a business has more than one building or site, inform
should be collected relating

ation 
 to all of the sites and buildings to reflect the 

ss Carbon Footprint  

h peer 
nformation should be inserted into the compliance 

m the SIC 2007 

st be submitted in respect of the 

 

 business premises and evidence that satisfies  
dition compliance requirements  

• Compliance checklist  

• SIC code 
 

busine

SIC Code  

To allow a comparison of the Business Carbon Footprint wit
groups, this i
checklist and consists of an A to U designation taken fro
designation sheet.  

The minimum information which mu
business boundary conditions are :  

• Details of the number of employees 

• The size of the
boundary con
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Business utilities ption figures used in the 

 business and includes the following: 

tural gas 
s Oil/ Diesel 

l  
 

 Water  

ht includes: 

as received 
 an appropriate person within the organisation. 

ar) 

 bills and match 
them with meter readings. Hence the assessor will ask to see each of 

estimated..  The 
ive an 
onths.  

e calculation 
sure of 
r instance, 

sessor 
. Caution 

s there can be 
substantial seasonal variations in fuel use. The assessor should 

 in the notes 
r to be 

ths. It is expected that 
ootprint certificates would only be issued using 

lation will be 
 as ‘Ex',  until such time as a full 12 months data are available. 

 on the 

rt of the 
eet 1 and 

submit with the compliance checklist to allow a calculation to be 
undertaken. 

It is not compulsory to complete all of the areas of operation, for 
example, if they operate an office and do not carry out any work at 
home then you do not need to complete the home office section.  On 
the other hand if they do operate an office and work at home then you 

This includes all of your utility bills and consum
operation of the
  

• Electricity  
• Na
• Ga
• LPG  
• Coa
• Burning Oil/Kerosene
•

 
Evidence that will be soug
 

• Copies of utility bills for the fuels used 
• Copies of supply invoices 
• Copies of delivery notes which have been signed 

by
• Evidence of meter readings (over a period of 1 ye
• Evidence of expenses calculation within the organisations tax 

returns 
 
It is important to review the information given on utility

the meters to see if the utility bills are true readings or 
assessor will review each of the bills to ensure that they g
accurate account of consumption over the preceding 12 m
 
Ideally the time period covered by the data used in th
should be the previous 12 months to give an accurate mea
seasonal variances. Should these data not be available, fo
when a business has been trading for only 9 months,  the as
should extrapolate the available data to a 12 month reading
should be exercised when extrapolating data a

indicate over what period the bill information was obtained
section of the compliance sheet to allow a weighting facto
applied should the bill period be less than 12 mon
subsequent Carbon F
results of calculations based on a full 12 months of data.  

Should extrapolated data be used, the footprint calcu
tagged
Where extrapolated data is used this should be noted
compliance checklist 

Copies of these bills are to be taken by the assessor as pa
assessment report and the assessor must complete worksh
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should complete both sections. 

The minimum information which must be submitted in respect of the 

d  

• Evidence that satisfies all compliance requirements 

business utilities is:  

• Completed of worksheet 1an

• Completed compliance checklist and 

 
 

Home Office  emissions 
om home and may not be relevant to all enterprises. 

form or spreadsheet which contains 

 per week that the staff member worked 

• how the enterprise has proportioned the energy used in the 
house to that of the office.  

ce with this criteria by provision of 
r each member of staff who works from 

• Copies of supply invoices  

pies of delivery notes which have been signed as received 
ion.  

riod of 1 year)  

nisation's tax 

sessor will interview staff and 

ssor and the 
y 

have any homeworkers they will need to see the relevant data and 
evidence during the assessment visit. This will assist in alleviating any 
undue delay in completing the assessment. 

A copy of the form or spreadsheet will be taken by the assessor as part 
of the assessment report and the assessor must complete worksheet 
2 and submit with the compliance checklist to allow a calculation to be 

This part of the assessment considers the carbon dioxide
where staff work fr

The assessor must ask to see a 
the following information: 

• list of staff who work from home  

• the number of bedrooms in each house  

• the number of days
from home in the previous 12 months.  

The business can shown complian
the following information fo
home. 

• Copies of utility bills for the fuels used  

• Co
by an appropriate person within the organisat

• Evidence of meter readings (over pe

• Evidence of expenses calculation within the orga
returns.  

• To verify this activity the as
sample a number of the household utility bills. 

The onus for collecting this information is not with the asse
assessor should inform the business prior to any meeting that if the
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undertaken. 

It is not compulsory to complete this section if the business does not 
have any home workers but this should be written into the notes pages 

ch must be submitted in respect of the 

• Copy of home workers spreadsheet  

• Compliance checklist  

• Copies of evidence that satisfies compliance requirements. 
 

of the compliance checklist. 

The minimum information whi
Home working:  

• Completion of worksheet 2  
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Business Transp ciated with 

 and includes the following modes of transport: 

Transport  

cle travel  

 train travel  

d to running 
ess as this 

could lead to double counting of the associated CO² emissions. 
 members can 

e 

ithin the 
the scheme 

l 

ation process 
 business. This includes business miles 

, train or 

ort This activity considers the number of business miles asso
the business activities

• Freight 

• Car Travel  

• Motor Cy

•

• Bus Travel  

• Airtravel 

BRE Global have included only direct CO² emissions relate
the business and not within the supply chain to the busin

Emissions which can be related directly to costs or staff
be easily audited and used as verification data within schem
compliance.  

Some businesses may wish to include their supply chain w
calculation process, should this be the case please contact 
administrator on 01463 258827or highlands@bre.co.uk and they wil
advise you how best to proceed. 

The information collected will be used to inform the calcul
and the Carbon Footprint of the
by staff on business activites either by car, bus, motorcycle
plane but must not include commuting to and from work. 

Air travel must also be split into domestic, short haul European Union 
(EU) and international long haul flights.  

r must ask to see a list or spreadsheet of all of the modes 
e: 

r of business miles in the last 12 months per mode of 

e or mode of transport 
etre (CO2/km). Further 

nd by contacting the manufacturer or service 

The business can show compliance with this criteria by provision of the 
following information: 

• Copies of fuel receipts within the reporting period  

• Copies of supply invoices  

The assesso
of transport used by the enterprise. This should also includ

• vehicle registration where applicable  

• numbe
transport.  

• carbon dioxide rating level for the vehicl
in grammes of carbon dioxide per kilom
details may be fou
provider 
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• Copies of expenses/invoices for bus train or 

• Evidence of p

air travel  

ayments made to employees for business 

sessor and the 
y 

have any business transport they will be required to show evidence 
y undue 

 of the form or spreadsheet will be taken by the assessor as part 
 worksheet 
ulation to be 

en. 

nd sample the 
 the 

ct out their 
r 
y do not 

-contractor does not 
plicant can 

 not  to complete this part of the assessment.  
e accounting 

 offset their carbon emissions. 

n respect of the 
:  

• Copy of business Transport spreadsheet  

• Compliance checklist  

• Copies of evidence that satisfies compliance requirements 
 

mileage/travel  

• Evidence of expenses calculation within the organisations tax 
returns 

The onus for collecting this information is not with the as
assessor should inform the business prior to any meeting that if the

during the assessment visit. This will assist in alleviating an
delay in completing the assessment. 

A copy
of the assessment report and the assessor must complete
3 and submit with the compliance checklist to allow a calc
undertak

To verify this activity the assessor must interview staff a
evidence to support a number of modes of transport from
spreadsheet.  

For freight transport, note that if the business sub-contra
freight operations then please ascertain if the sub-contracto
undertakes a carbon footprint calculation or offsetting. If the
then please recommend that they do.  If the sub
offset their carbon dioxide emissions then you and the ap
decide whether or
However, please bear in mind that this may result in doubl
if the sub-contractor starts to

The minimum information which must be submitted i
Business Transport are

• Completion of worksheet 3  
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Staff commute missions caused by the need for 

 assessor will ask to see a list or spreadsheet of all of the modes of 
d also 

ress to work 
eet form, signed by an appropriate 

te record of 

 and from work for each employee 

oxide rating level for the vehicle or mode of transport 
/km). Further 

may be found by contacting the manufacturer or service 

 with this criteria by providing the 

son tickets 

 evidence for this 
 a signed 
he 

staff 
curate record of the staff 

r and the 
g that they will 

tlined above. This will assist in alleviating 

A copy of the form or spreadsheet will be taken by the assessor as part 
 

nd submit this along with the compliance checklist to 
ken. 

ew staff and sample a 
number of modes of transport from the spreadsheet. 

The minimum information which must be submitted in respect of the 
staff commute are:  

• Completion of worksheet 4  

• Copy of business staff commute spreadsheet  

This activity is to measure the carbon e
staff to travel to and from the business premises. 

The
transport used by staff to commute to and from work. This shoul
include: 

• Details of the mileage or kilometers from home add
address in spreadsh
member of the business organisation as an accura
employee commuting travel.  

• Number of miles travelled to
in the last 12 months per mode of transport.  

• vehicle registration where applicable  

• carbon di
in grammes of carbon dioxide per kilometre (CO2
details 
provider 

The business can show compliance
following information: 

• Copies of receipts for public transport passes/sea

• Copies of  tickets for public transport 

• It is appreciated that collecting compliance
category will be difficult and BRE Global will accept
statement from a company director indicating that t
information contained within worksheet 4 and the 
commute spreadsheet is an ac
commute applicable to the operation of the business. 

The onus for collecting this information is not with the assesso
assessor should inform the business prior to any meetin
need to see the evidence ou
any undue delay in completing the assessment. 

of the assessment report and the assessor will complete
worksheet 4 a
allow a calculation to be underta

To verify this activity the assessor will intervi
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• Compliance checklist  

• Copies of evidence that satisfies compliance requirements 
 

Greenhouse gas 
carbon emissions volves 

ses that emit greenhouse gases.  If the business does not 
d as ‘not 

the business' 
otes which 

within the 
od of 1 year) and 

ions within the organisations tax returns. 

ch must be submitted in respect of 
ss Emissions:  

ments 

 This section is required to be completed if the business in
proces
involve any such processes then this section may be marke
applicable’. 

Evidence requirements for this section would be a copy of 
GHG report, copies of supply invoices, copies of delivery n
have been signed as received by an appropriate person 
organisation, evidence of meter readings (over a peri
evidence of expenses calculat

The minimum information whi
Greenhouse Gas Proce

• Completion of worksheet 5  

• Compliance checklist  

• Copies of evidence that satisfies compliance require
 

Compliance 
Checklist  that is completed and 

submitted as part of the evidence requirements following the verification 

mpliance requirements and of the evidence 
owing information: 

ness name  

ize if the business premises   

een 
completed for a particular section, the reasons for this will be 

ot extrapolated data has 
idence has been 

s will be 
given.  

• Types of evidence collected (e.g. utility bills).  

• The date(s) on which evidence was collected.  

• Notes to explain any of the above or other anomalies 

The compliance checklist is a document

visit. 

It is a summary of the co
submitted and contains the foll

• Busi

• Number of employees  

• S

• SIC Code  

• Worksheets completed and, if no worksheet has b

given.  

• Evidence collected and whether or n
been  used in the calculation. Where no ev
collected for a particular section the reasons for thi
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The checklist will be signed and dated by the CFA. 

Once the compliance checklist is complete it is sent to BRE Global as 
r review and carbon footprint calculation. 

orm  

e agreements of plans  

• Copies of worksheet 1-5 (where applicable) 

dicated in the compliance checklist  

• Copies of compliance spreadsheets in respect of business 
transport and staff commute. 

 
 

part of the assessment pack fo

The assessment pack will include: 

• Copy of the Business Certificate Application F

• Copies of business premises leas

• Compliance checklist  

• Copies of evidence in

 


