
 

 

SM1: Getting started 

 

Obtain senior management and political support 
Experience of other local authorities that have undertaken work on climate change mitigation, has shown an 
action plan is unlikely to be effectively delivered unless it has the support of elected members, senior 
managers and key staff. Time spent building support before an action plan is implemented can be invaluable 
in delivering successful outcomes.  
 
Steps to consider include: 

� Ensure that the development of a climate change action plan is drawn up in full consultation with the 
portfolio holder and/or is discussed and agreed by the council cabinet at an early stage.  Involvement 
of the corporate management team is also key to obtaining support across all service areas.  

� Circulating a briefing to members and senior management that explains the challenge of climate 
change, the policy context1, why the council needs to reduce emissions and what the benefits to the 
council will be. 

� If you are linking action on mitigation with that on adaptation, set out in the briefing what each term 
means and how the two agendas compliment each other. If you are linking action on council services 
with action to reduce the emissions from the council’s own estate then also explain how this work can 
be linked with service/strategic actions. 

� If there is a recognised champion for climate change or sustainable development issues among 
cabinet members, the relevant committee or the corporate management team, try and meet with them 
in advance of any meeting to discuss the approach to adopt. 

� If the leader of the council and chief executive have already made a commitment to addressing 
climate change by signing up to the Scottish Climate Change Declaration, make sure that this is 
highlighted to elected members or the management team in any briefing. 

� Encourage the council leader and/or chief executive to alert all relevant departmental heads to the 
development of the action plan and to stress its importance. 

� Identify any cross-departmental structures that could help support action on mitigation (for example 
existing cross-cutting officers groups on sustainable development or resource management) and meet 
with all key people involved to explain the project and the benefits for their work (see section on 
identifying key staff responsible for data collection and implementation). 

� Consider your own communications channels within the council; do you have a staff forum, a staff 
newsletter or intranet updates daily? It is worth getting some communications out to staff through 
some of these routes as work progresses to keep everyone aware of the action plan and of progress 
over time. 

� If you are intending to develop a community-wide action plan through your community planning 
partnership (CPP) ensure that a briefing is prepared and sent to all members of the CPP (or the 
relevant sub-committee) in advance of the meeting. Try and identify a champion within the CPP 
membership. It is worth identifying a ‘lead’ contact from within each organisation on the CPP who can 
liaise in advance of the meeting and brief  their own CPP representative (e.g. a business community 
representative with a particular interest in climate change who can make sure the business CPP 
representative understands all the business issues). 

 

                                                      
1 Refer to the introductory document for details of what to include. 

http://www.energysavingtrust.org.uk/uploads/documents/housingbuildings/SA1_Scotland.pdf
http://www.energysavingtrust.org.uk/uploads/documents/housingbuildings/EM1Scotland.pdf
http://www.energysavingtrust.org.uk/scotland/scotland/local_authorities_housing_building_professionals/scotland_s_climate_change_declaration
http://www.energysavingtrust.org.uk/uploads/documents/housingbuildings/CM1_Scotland.pdf
http://www.energysavingtrust.org.uk/uploads/documents/housingbuildings/CCPack_Scotland_Intro.pdf


 

Identify key staff responsible for data collection and implementation 
In the majority of local authorities, one or two people should act as a project manager/focal point to take 
overall responsibility for co-ordinating the development of the action plan. This is a crucial role, as the 
process will require input from a range of different individuals and departments within the council.   
 
The activities that this individual will be required to carry out include: overall co-ordination and 
communication; liaison with senior management and departmental directors; stakeholder engagement; 
information/ data gathering and review and development of policy, strategy and action plans. Typically, the 
following individuals have assumed the role of focal point and taken responsibility for directing the process: 

� Sustainable development officers, Local Agenda 21 coordinators and environmental managers.  
� Energy managers, property and facilities managers.  

 
It is important that the individual leading the process has sufficient authority and time, which has been 
authorised by senior officers, to oversee development and implementation of the action plan.  
 
In most cases the designated focal point will need to draw on support from individuals in a range of different 
departments and it may be appropriate to establish a core team of officers to work with the focal point to 
deliver individual tasks.  Officers from the following services might form part of the core team:  

� Economic development. 
� Education. 
� Social care. 
� Planning. 
� Transportation. 
� Corporate/strategic policy. 
� Finance.  
� Environmental services. 
� Parks and leisure. 

 
The action plan team could either meet on a regular basis to track progress or the focal point can draw on 
them as and when required. As with the focal point, it is important that senior officers have approved the time 
and effort that will be required by individuals in the core team (see allocate resources). 
 
If you are developing a joint mitigation and adaptation action plan you will need to consider whether one 
team can manage both aspects of the climate change response or whether you are better establishing two 
separate teams, each with responsibility for one strand. If you do establish two teams it is worth ensuring 
that the lead officer/focal point sits on both to ensure that progress is co-ordinated properly. 
 
If you are planning to link service level action on mitigation with action to reduce emissions from the council’s 
own estate you may wish to link the work you undertake on council services with action on your council’s 
emissions.  
 
If you are developing a community-wide action plan you may wish to create an action plan team that sits 
within the CPP and involves all major stakeholders including the council. If you do create a community-wide 
team, you may still wish to establish an internal council team to co-ordinate your internal response and feed 
this into the community wide process.  
 
Allocate resources 
As with any council plan or strategy, a climate change action plan will not be effectively delivered unless 
sufficient staff and financial resources are assigned to the task. At the start of the process you will need to 
consider: 

� The timetable for obtaining agreement for the plan within your own council’s corporate planning cycle 
and council meetings cycle. 

� At which stage of development the plan needs to go to cabinet/overview and scrutiny/corporate 
management team meetings. You will also need to assess how this fits with your staff resources in 

http://www.energysavingtrust.org.uk/uploads/documents/housingbuildings/SA1_Scotland.pdf
http://www.energysavingtrust.org.uk/uploads/documents/housingbuildings/EM1Scotland.pdf
http://www.energysavingtrust.org.uk/uploads/documents/housingbuildings/CM1_Scotland.pdf


 

terms not only of preparing the action plan, but also committee reports, attending meetings and 
providing briefings. 

� How long the process of preparing an action plan will take, who needs to be involved and what costs 
will be incurred in gathering the required information, preparing the plan and consulting relevant 
stakeholders. If you have not been involved in preparing a council strategy or action plan before it may 
be worth consulting another member of staff who has. 

� Time availability of all those involved in your action plan team. You will need to determine whether all 
the staff you wish to involve will have the time to contribute fully to the process at every stage.  If it 
appears that there will be significant time or cost constraints on individuals or departments, it might be 
necessary to review the prioritising of the plan with officers and/or members.  At the outset it helps if 
there can be full clarity on the resources required and any unforeseen increases are identified quickly. 

� Indentifying how services can integrate greenhouse gas mitigation actions into their departmental 
plans and strategies and what resources this will require and how long this will take. 

 
Agree aims, commitments and responsibilities 
Once you have established your team and the resources you will require (financial and staff) you should set 
out a detailed work schedule for the preparation of the service action plan. This should include: 

� The aims of the plan you are preparing. 
� An outline of the mitigation issues to be considered by each service. 
� A timeline for completion of each element of the process and the draft and final action plan. 
� A timetable for the work that each service will be required to undertake to help complete the action 

plan. 
� A note of how you intend to consult on the plan as it develops, either internally or with the wider 

community. 
� If relevant, an explanation as to how your agreed actions on greenhouse gas mitigation for council 

services will link in with the broader action plan you may be preparing on mitigation or adaptation at an 
estate management, service or community level. 

 

Checklist 
� Have you secured endorsement from members and/or senior management for developing a climate 

change action plan? 
� Has financial support to enable the completion of the process been secured? 
� Has a project leader been appointed to the programme, who has the right personal characteristics for 

the task and who has been given sufficient time budget and authority to carry out the programme? 
� Has a core team been identified who can back-up the project leader in carrying out the programme 

and producing its outputs? 
� Has initial training been provided to those involved in developing the action plan and other interested 

parties? 
� Have the aims of your climate change action plan been agreed along with a timetable for completion 

of the plan? 

 
 
 
 

The output of this stage is the establishment of a project leader and core team, backed by high 
level political and managerial support for the preparation of a climate change action plan. You 
should also have agreed the aims of your action plan and the timetable for completion. 
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