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About this Document
The Course Guide begins with the overview of the scope of the Project and the methodology
that has been used during course development. Secondly, the chapters developed in the
Report-ASAP Training Course and their evaluations are introduced. A third section covers the
additional tools available to learners including the Dynamic Demonstrator and the Open
Badges for achievement recognition. In addition to reading this document, the authors highly
recommend that you visit the Report-ASAP Project website at https://report-asapproject.eu/.

Project Overview
The Report-ASAP (Adoption of Sustainable Accounting Practices for Reporting) Project has
been created on the basis that there is a knowledge gap between best sustainability practices
and the reality of Sustainability Reporting Literacy in Small and Medium Enterprises (SMEs).
Around Europe, while the individual SME may believe that its impact is small; SMEs collectively
have a major influence on economic prosperity as well as on the environmental problems that
we are facing. To corroborate, we can see that at an EU level, SMEs make up over 99% of all
entities and contribute to an estimated 70% of all pollution.
In addition, although we can see how large entities are becoming more responsible regarding
Corporate Social Responsibility (CSR), and are facing legal obligation at the European level to
report their impact on the environment, SMEs are not obliged to take on these types of
responsibilities. In turn, the lack of legal, and in many cases social, pressure has lead a large
majority of SMEs to focus on other aspects of their business, causing a knowledge gap
between the actions taken by large
businesses and smaller ones in regards to
sustainability accounting. As part of a
European initiative to promote CSR in
SMEs, this Project focuses on helping
businesses complete tasks necessary to
carry out sustainability accounting and
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reporting practices as a benefit to the company itself.
As such, the Report-ASAP Project has created a simple yet complete training and education
tool to help SMEs to adopt sustainability accounting and reporting practices in a cost effective
way by designing a Training Course that is applicable in a classroom as well as useable in an
online delivery environment. In addition, a Dynamic Demonstrator tool can help businesses
comprehend the environmental and social impact of their actions, a skills and achievement
recognition framework has been established in order to provide users with acknowledgment
for the work completed, and the Report-ASAP Academy houses all of these resources together
in one place.

Objective
The objective of this guide is to provide trainers and individual users with insight into the
Report-ASAP Training Course in order to administer the course in the most effective manner.
In addition to presenting the modules themselves, this includes making the best use of the
delivery environment and all supporting tools that have also been developed during the
Project. This guide is presented as a PDF document so that it can be easily accessed online or
printed out to provide flexibility to users.
The Project Consortium recommends that trainers and users review the entire guide before
beginning the Training Course. This will ensure optimised use of the materials available.
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Target Groups
For the Report-ASAP Project the entities delimited are SMEs and, within these companies,
specifically accountants, consultants, and other professionals dealing with business activities
related to sustainable accounting and reporting practices without sufficient awareness and
experience in this filed. The professional expertise in the area of sustainability reporting adds
value to the company but, if hired out, can be expensive. Therefore, the Report-ASAP Training
Course looks to provide the necessary training and tools for SMEs to be able to adopt
sustainable accounting and reporting practices and techniques in a cost effective way.
As identified, the target audience can be divided into primary and secondary beneficiaries. The
primary beneficiaries comprise: SMEs, accountants and technical/administrative staff of SMEs,
VET organisation, and trainers. The secondary group includes: Higher Education Institutions,
researchers, academic, consultants, advisors, auditors, and policy and decision makers. In this
second group, we can also include EU officials from the wider target group.

Scope (Methodology)
The Report-ASAP partnership developed three main components:
(1) The Training Course:
The Report-ASAP Consortium has developed a simple yet comprehensive training and
education tool created to support SMEs in their adoption of sustainability accounting and
reporting practices in a cost effective way by designing a Training Course that is applicable in a
classroom as well as useable in an online delivery environment. This Course will be available in
all partner languages (Bulgarian, Croatian, English, Greek, Italian, and Spanish).
This training course was created building backwards from the learning competences that users
should obtain during its completion. To clarify what these are, an ECVET Profile has been
structured around course materials and objectives. The general overview of the Report-ASAP
course can be seen below. To access the complete Profile, visit this page https://report-
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asapproject.eu/sites/report-asap.eu/files/IO2.A3%20%20Report%20ASAP%20ECVET%20Profile_%20v2.0.pdf.

Sustainable Accountant ECVET Profile
EQF LEVEL

5

Total Duration

150 hours

Total ECVET credit points 6 ECVET points
Description of the

Upon successful completion of this course, the Sustainable

profile

Accountant will be able to:
 understand the basics of sustainability accounting and the
key drivers of sustainability in business;
 embed sustainability in business strategy;
 assess costs and benefits of sustainability accounting
practices;
 identify material issues (environmental, social and
economic) accompanied with existing metrics and practices
used to measure them;
 be acquainted with the relevant legislative standards and
guidelines for sustainability accounting practices at local,
national and European level;
 lead staff from across all areas of business towards the
adoption of sustainability accounting practices;
 set out a strategy to invest time and resources on the
development of a comprehensive and evidence-based
sustainability report for a business.

(2) The Dynamic Demonstrator:
The Dynamic Demonstrator is an online tool has been created so that companies can explore
the world of environmental and social sustainability in an interactive and visual way. The
objective of the tool is to present users with an introduction to the course and the positive
financial impact that sustainability accounting can have on their businesses.
(3) Open Badges for achievement recognition:
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The Open Badges are a form of online achievement recognition that
allows participants to share the knowledge, skills, and competences
acquired during the Training Course in a virtual way. Participants should
receive information about how to present these Badges on platforms
such as LinkedIn to achieve the most professional benefit.
That are all housed together in the:
(4) Report-ASAP Academy:
The Academy is a platform specifically designed as an online space where the tools developed
during the Report-ASAP Project will be maintained for two years after Project completion. The
Academy allows users to access all the results of the Project in one place and promotes their
interactive use, augmenting their interactive value.

Structure of the Report-ASAP Modules
Module 1: Introduction to Sustainable Accounting
Objectives
The focus of this module is to help close the knowledge gap between best sustainability
practices and the reality seen in SMEs across Europe. It is composed of three subsections that
will help users understand what sustainability is and the basics of sustainability accounting. In
addition, it will provide insight into how to enable sustainability practices within the company
and why these changes are beneficial for a business.
Duration, ECVET Points and General Learning Outcomes
UNIT 1 – INTRODUCTION TO SUSTAINABILITY ACCOUNTING
Duration of Unit 1

5h

ECVET Points of Unit 0.2
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1
General LO of Unit 1

Within Unit 1, participants will be trained to:
-

Choose appropriate sustainable accounting tools for a specific
business;

-

Identify sustainability related activities in a company.

Assignments
(Time required for completion of the tasks: approximately 3 – 5 hours).
1. Peter is considering to engage in work based learning. He thinks it will be beneficial for
the company to discuss with a local college the needs of his company and het help
from them in order to set up the necessary infrastructure to support apprentices at
the company. However, this will require an investment from the part of the company.
Even though Peter is certain about the financial benefit even at sort term due to the
number of tasks apprentices can take up during their induction period which do not
require extensive training to perform, are good for training purposes and will free time
for more experience personnel to do more demanding work, he is looking for more
incentives in order to be in position to convince the shareholders of his company
which includes also public officials from the local municipality.
Can you help Peter come up with incentives which apart from a direct positive impact
on the balance sheet they can have a positive impact to the local community and can
thus help convince the shareholders?

Module 2: Legal Framework and EU Directives for Sustainable Accounting
Objectives
This module enters into the basic information that any company owner should know about
sustainability accounting reporting in regards to national and international law. In addition, it
provides resources such as the European Commission’s website informing about the legal
framework and general orientations on Non-financial reporting. Finally, subsections are
dedicated to the legal situation in each of the partner countries: the UK, Greece, Italy, Croatia,
Bulgaria, and Spain.
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Duration, ECVET Points and General Learning Outcomes
UNIT 2 – LEGAL FRAMEWORK AND EU DIRECTIVES FOR SUSTAINABLE ACCOUNTING
Duration of Unit 2

5h

ECVET Points of Unit 0.2
2
General LO of Unit 2

Within Unit 2, participants will be trained to:
-

Use the appropriate legal framework while planning,
implementing and monitoring sustainability accounting
practices

-

Create a policy document concerning sustainability accounting
within a specific organization by using appropriate legal
frameworks and directives on all levels

Assignments
(Time required for completion of the tasks: approximately 2 – 4 hours).
1. Review your national/regional legal framework for planning, implementing and
monitoring sustainability accounting practices.
2. Design a specific policy document concerning the sustainable accounting practices
within your organization by taking into account the legal framework at your national or
region.

Module 3: Economic Dimension of Sustainable Accounting
Objectives
This module will provide the learner with necessary information about the skills and
knowledge needed in relation to the financial and non-financial benefits provided by
Sustainability Accounting. The focus of this section is to introduce the user to the idea that
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taking sustainability actions can have a profound economic impact on the company (through
both positive financial and non-financial results).
Duration, ECVET Points and General Learning Outcomes
UNIT 3 – ECONOMIC DIMENSION OF SUSTAINABLE ACCOUNTING
Duration of Unit 3

5h

ECVET Points of Unit 0.2
3
General LO of Unit 3

Within Unit 3, participants will be trained to:
-

Perform analysis for the purpose of identifying environmental
and socially related expenditure;

-

Create a plan for introducing sustainability principles into the
organization including an action plan, monitoring plan and
evaluation.

Assignments
(Time required for completion of the tasks: approximately 2 – 4 hours).
1. Image and reputation are important when it comes to the prosperity of a company.
What do you think is the image of your enterprise among society? Google the name of
your company and find out how it is reflected in the media. Is it good or bad?
2. Does your company have a strategy? Can you define it as “sustainable”? Revise your
existing strategy and check if it is oriented towards Sustainability. If not, provide some
ideas how to improve it and make it more sustainable.
3. You are wondering how Sustainable Accounting will change the performance of your
company? Try to make a SWOT analysis in order to find out which are the strengths,
weaknesses, opportunities and threats when creating Sustainable Report in the case of
your enterprise.
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Module 4: Social Dimension of Sustainable Accounting
Objectives
This module attends to the social impact that is linked to sustainability accounting (or the lack
thereof) of SMEs. By introducing the quantitative and qualitative indicators used to measure
important actions taken by the business, this section helps managers evaluate their social
implications. This module focuses on the following social groups: employees, community, and
responsible products.
Duration, ECVET Points and General Learning Outcomes
UNIT 4 – SOCIAL DIMENSION OF SUSTAINABLE ACCOUNTING
Duration of Unit 4

5h

ECVET Points of Unit 0.2
4
General LO of Unit 4

Within Unit 4, participants will be trained to:
-

Create innovative methods for improving company’s social
impact and integrate them into appropriate policy and strategic
frameworks of an organization;

-

Identify key areas for introduction of sustainability accounting
practices within existing HR activities;

-

Plan and integrate practices based on sustainability in product
development and chain supply management.

Assignments
(Time required for completion of the tasks: approximately 2 – 4 hours).
1. Create a list of your local stakeholders and divide them in different groups. How can
you involve them in your business process to gain awareness on your social impact and
create value for them? Try to engage with them by designing tailored surveys and
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focus group session, then put all your results together in a comprehensive report.
What are the lessons you can learn from the information collected?
2. Organise an internal meeting with your staff to discuss their work conditions and the
HR policy in place. Try to create an informal environment, making everyone feel
comfortable enough to express his/her opinion. Collect all the feedback and input and
put them together to draw your conclusions about the current level of satisfaction
within your personnel. Finally, discuss them with the executive board. Is there any
room for improvement? Are you happy with your current HR policy? Do you think
there is any potential change that could improve your staff performance?

Module 5: Environmental Dimension of Sustainable Accounting

Objectives
This module covers how SMEs can begin to take
actions towards becoming a more sustainable
business. The focus of the module is to help
companies take advantage of low-cost actions in
order to see long-term savings and workforce
engagement. Each of the four sub-modules has
step-by-step guides to help SMEs make proenvironmental behaviour changes within their
companies.
Duration, ECVET Points and General Learning Outcomes
UNIT 5 – ENVIRONMENTAL DIMENSION OF SUSTAINABLE ACCOUNTING
Duration of Unit 5

5h

ECVET Points of Unit 0.2
5
General LO of Unit 5

Within Unit 5, participants will be trained to:
-

Report on a business’ environmental performance;

-

Engage the staff in environmentally sustainable practices and
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measure them;
-

Use sustainable reporting to assess compliance against relevant
environmental legislation;

-

Use the environmental side of sustainable reporting to increase
customer satisfaction, strengthen relationship with suppliers
and gain competitive advantages.

Assignments
(Time required for completion of the tasks: approximately 2 – 4 hours).
1. Think about some simple, low-cost actions and longer-term investments you can take
to be more energy efficient (heating, light and equipment) and save money on your
energy.
You can download the checklist available on the module page and complete for your
area.
2. Think about some simple, low-cost actions and longer-term investments you can take
to be more water efficient and save money on your water bill.
You can download the checklist available on the module page and complete for your
area.
3. Think about some simple, low-cost actions and longer-term investments you can take
to reduce waste and save money on waste.
You can download the checklist available on the module page and complete for your
area.
4. Think about some simple, low-cost actions and longer-term investments you can take
to reduce your contribution to the air pollution (co2 and GHG emissions) and save
money.
You can download the checklist available on the module page and complete for your
area.
5. Think about the most appropriate delivery routes for the environmental best practices
for your organisation. Don’t reinvent the wheel – SMEs should use existing
communications channels to engage with staff.
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You can download the checklist available on the module page and think about the
most appropriate methods for your company.
6. In order to determine whether your environmental objectives and targets have been
achieved, think about both financial and non-financial key performance indicators
(KPIs) to measure and monitor your environmental performance.
You can download the checklist available on the module page and modify them to suit
your company.

Module 6: Report Design Guidelines
Objectives
This module offers a guide to Sustainability Accounting Reports. It highlights the main sections
that should be included in such a report and tip on how to create this kind of document. In
addition, it shares best communication practices so that the user can make the most out of
their sustainability accounting strategy. At the end a template is provided to help the user
structure and orientate the information presented in the report.
Duration, ECVET Points and General Learning Outcomes
UNIT 6 – REPORT DESIGN GUIDELINES
Duration of Unit 6

25 h

ECVET Points of Unit 1
6
General LO of Unit 6

Within Unit 6, participants will be trained to:
-

Create a specific sustainability accounting report that responds
and highlights a company's social, economic, and
environmental impact;

-

Use sustainability reporting tools to create suggestions for the
reduction of company costs;

-

Implement sustainable principles into company's
communication practices with the goal of promoting
company's sustainable approach in management.
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Assignments
(Time required for completion of the tasks: approximately 17 hours).
1. Explore business or professional associations in your sector that provide support and
any kind of guidelines, standards or templates and review some examples of real
SME´s non-financial reports.
2. Analyze the most common European or International Frameworks provided as
examples in this module and choose the most adequate for your business.
3. Design/adapt the template you are going to use and make sure you understand each
section.
4. Create your specific sustainable accounting report that responds and highlights a
company´s social, economic, and environmental impact.
5. Review the sustainable reporting tools provided in this module and create suggestions
for the reduction of your company costs.
6. Review practices or ideas about how to promote your company´s sustainable approach
and the sustainable reporting.
Evaluation
Each of the previous chapters includes a knowledge assessment section. The implemented
methods include variations such as short-answer or multiple choice questions. For each
module, the user must obtain a score of at least 60% to in order to successfully complete the
lesson. Positive evaluations will correspond to advancing within the established skills
recognition framework.

Additional Tools
Dynamic Demonstrator
The Dynamic Demonstrator has been created in tandem with the Training Course results in
order to capture the attention of target groups in a visual and interactive way. The tool
consists of a series of pictures that include best sustainability practices (social, communication,
and environmental) and the impact that these actions can have on the well-being of the
company. Thought of as an introduction to the Training Course or a tool that can be used in
parallel, the Dynamic Demonstrator should be used to stimulate the user sense of the
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potential benefits that they will achieve from improving their Sustainability Accounting
practices.
Open Badges
The Open Badge system is an innovative way of certification that allows users to obtain
certification for competences received in certain courses (both online and in person) that can
be stored digitally and shared across different platforms. This facilitates the ability to keep the
Badges in one place while still being able to share them easily on online platforms.
In order to present Badges to the user must implement some sort of Badge storage (such as
the Mozilla Backpack) that allows them to keep all Badges in one place and permits sharing
them on various platforms via links or other methods of incorporation. One example of how
Badges can be shared is on a LinkedIn profile. To do so, follow the steps found presented in
this article, and make the competences learned in the Training Course known to your entire
network.
The Open Badges have been developed along with the Training Course on [platform link] and
will be issued by the Report-ASAP Project from the Course platform. One Badge will be
awarded for the completion of each module (60% or better in the evaluation) and a final Badge
will be given to those users that complete all the modules. Badges will be composed of: a
name, image, and description of the competences and skills the user has obtained while
working for this badge (based on the ECVET development process).

Report-ASAP Academy
The Report-ASAP Academy is an online space where the previous tools will be housed together
with the Training Course. This platform will help guarantee the sustainability of the Project as
it will be maintained for two years after funding completion. The Academy should be used as a
home page or base for users of the Training Course and tools as it will facilitate movement
between the different Project Results. Find the Academy here [link].
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The Adoption of Sustainable Accounting Practices for Reporting (ReportASAP) Project has created a simple yet complete training and education
tool to help SMEs to adopt sustainability accounting and reporting
practices in a cost effective way by designing a Training Course that is
applicable in a classroom as well as useable in an online delivery
environment. In addition, a Dynamic Demonstrator tool can help
businesses comprehend the environmental and social impact of their

actions, a skills and achievement recognition framework has been
established in order to provide users with acknowledgment for the work
completed, and the Report-ASAP Academy houses all of these resources
together in one place.
The Project website: https://report-asapproject.eu/
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