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A practical guide for your organisation, from choosing a route to interpreting the result and planning improvements.
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01/ SELECT A ROUTE

Choose the assessment that fits your purpose

Begin with the decision you need to make. You may need an initial view of current practices, a structured
management baseline, insight into a specialist issue, or a formal recognition pathway where one is available.
Your objective helps determine the appropriate scope and depth.

Your need A suitable conversation to start

“We need a first view.” Ask about the initial diagnostic and what its limited scope can tell you.
“We need a structured baseline.” Discuss the broader assessment and the organisation or sites to include.
“We are a smaller independent business.” Ask about eligibility for the proportionate route and how your activities

affect its scope.

“We need help on one topic.” Discuss a specialist carbon, climate, energy, supplier, reporting, site,
nature or workforce assessment.

“We need a certificate or recognition.” Confirm that an approved active scheme exists, what it covers and which
review and decision stages it requires.

Before you purchase or begin

Confirm the product, scope, deliverables, review arrangements, fees and terms before committing. Identify
which entities, sites and activities are covered. Independent review and formal recognition are separate from
an initial diagnostic and are included only where the agreed pathway provides for them.

START WITH YOUR ORGANISATION

Choose a coordinator who understands your activities and can gather accurate information from the
relevant people. Small teams can begin with the genuine records and practices already in use.

Related reading: Public Methodology, NS-D04, edition 1.1. Your service scope confirms the available pathway.
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02 / GET READY
Prepare your scope and evidence

Describe your entity or operating site, reporting period, activities, size and any controlling group. Include
relevant changes and uncertainties. This context helps define the assessment and prevents a site-level result
from being mistaken for a whole-group conclusion.

Prepare Examples—not a universal required-document list

Organisation context Activities, operating locations, responsible roles and group structure.
Governance Relevant policies, responsibilities, decisions or management-review records.
Operations Energy or water records, waste arrangements, safety checks and incident information

where relevant.

People / suppliers Training records, employment or grievance arrangements, procurement and supplier-
review records.

Performance Indicators, baselines, targets, monitoring records and explanation of missing data.

Share only what is necessary

Check that you are authorised to provide the records. Avoid unnecessary personal, customer or commercially
sensitive details. Follow the current privacy notice, upload instructions and agreed confidentiality
arrangements. A document should make clear which entity, site and period it concerns.

When evidence is missing

Explain which records are available and where information is missing or uncertain. These gaps can inform
improvement planning. A missing record is not, on its own, a reason for a requirement to be treated as not
applicable.

The examples are preparation guidance, not a universal document checklist. Your assessment identifies the relevant requirements.
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03 / COMPLETE THE ASSESSMENT
Answer, clarify and confirm

Use the available written or guided route. Describe what happens in practice, who is responsible, where the
practice applies and how often it occurs. A recent example is often more informative than a broad statement
such as “we take sustainability seriously.”

During a guided conversation

Follow-up questions may clarify responsibility, frequency, coverage and evidence. Review the proposed
summary before confirming it as your response. Correct any assumptions or missing qualifications so the saved
answer reflects what your organisation actually does.

With supporting documents

Link each document to the question it supports. A summary or relevance check may highlight facts and
remaining gaps; compare those findings with the original. Explain the connection where it is unclear, or supply
a more relevant record. A file upload is evidence for consideration, not an automatic pass.

Answer situation Practical response
Practice partly implemented Explain what is in place and what is still incomplete.
You are unsure Say what you know and identify who or what can clarify it.

You believe a topic does not apply Give a factual reason; any required review still applies.

The Al summary is wrong Correct it before confirmation.
The system encounters a problem Use the available recovery or support route and check your saved work before
continuing.

Related reading: NS-DO4. Interface labels and available features depend on the selected product and edition.
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04 / REVIEW AND DECISIONS

What happens in a reviewed pathway

When independent review is included and available, an eligible assessor examines the information against the
relevant requirements. They may request clarification, assess the strength of evidence and record findings or
corrective actions. A separate eligible decision maker handles the decisions that require independence.

Clarifications help establish the facts

A reviewer may identify that a record supports only part of a claim, covers another period or describes a
procedure without demonstrating implementation. Additional clarification or corroboration may then be
needed. Relevant, well-supported information matters more than the number of pages submitted.

For small or owner-managed organisations

For an owner-managed business, ask whether a managed independent-review service is available. The person
preparing an assessment cannot independently approve the same work. Review capacity, appointments and
any separate fees are confirmed before that service is agreed.

Recognising the different decisions

Decision What it means

Assessment reviewed The defined review was completed for its stated scope.

Result approved The relevant review approval was recorded under that pathway.

Recognition readiness A comparison may identify whether requirements remain; readiness is not an
award.

Credential issued A separate authorised decision under an approved active scheme, with a stated

scope and status.

RECOGNITION HAS ITS OWN REQUIREMENTS

An assessment purchase, completed questionnaire or strong score does not guarantee a credential.
Recognition depends on the applicable scheme and its independent decisions.

Related reading: NS-D04. Recognition requires a separately approved active pathway; this guide does not confirm one is active.
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05 / USE THE OUTCOME

Read the report and turn it into action

Begin with the scope and review status. Check the entity or site, period, product and edition before reading
the score. Consider the findings, coverage, evidence limitations and open issues together. A diagnostic and an
evidence-reviewed assessment support different conclusions.

Ask of the report Why
What was actually assessed? Avoid claims about unassessed topics, sites or subsidiaries.

What information supported the result? Distinguish self-reported information from evidence-reviewed findings and
any separately documented independent assurance.

What remains uncertain? Prioritise missing information and unresolved concerns.
What should change? Convert findings into actions with an owner and a review date.
What would demonstrate progress? Identify the relevant implementation evidence or observed outcome.

A practical action record

For each priority, record the issue, planned action, responsible person, target date and evidence of progress.
Separate completing a task from achieving its intended outcome. Installing a control, for example, is different
from demonstrating sustained savings or reduced risk.

Reassess when the basis changes

A new activity or site, a changed boundary, stronger evidence or a revised method may require a new
assessment or review. Earlier reports remain records of their own scope and period. A fresh review provides
the basis for a new result.

Action planning supports improvement. Scores change only through the applicable assessment or review process.

Client information e Review edition ¢ NS-DO5 e v1.1 6



NATURESYNTH OS / Your assessment, step by step

06 / PRACTICAL ANSWERS
Your questions answered

Do all organisations receive the same questions?

Not always. The product and edition define the starting questions. In an adaptive route, your organisational
context and activities affect the applicable scope. Some common requirements remain important across
organisations, and higher-risk activities can require greater depth even in a small business.

Do we need a document for every answer?

The question and review requirements determine the support needed. Begin with genuine records and explain
any limitations. Missing documentation is recorded as a gap; it does not automatically make a requirement
irrelevant.

Can Al complete the assessment for us?

Al can help explain questions and organise information. Your organisation remains responsible for checking
and confirming its answers. Al assistance is not a substitute for implementation, human review or an authorised
recognition decision.

Can we say we are certified after the diagnostic?

No. A diagnostic is not a certificate. Any formal recognition requires an approved active scheme, the relevant
assessment and independent decisions. Use only the claim explicitly permitted by the actual result.

Does the result prove compliance with every standard or law?

No. Referenced frameworks inform relevant topics, but a scope-limited assessment is not a universal legal
opinion or full conformity declaration.

What should we read next?

The Public Methodology explains the evaluation principles. The enterprise, SME, startup and partner briefs
address different needs. Read these with the current privacy notice and service terms, or contact NatureSynth
at naturesynth.com to discuss your next step.

NS-DO5 e Edition 1.1 e 16 September 2026 e Review edition e naturesynth.com.
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