Codebook 
All variables – formal, software, content
V1. Coder: In alphabetical order. Coders from the content codes.
1.1. Xyz
1.2. Xxy

1.3. Xzz

1.4. zzy

Formal Codes

V2. Date of coding

Date (DDMM): ___________
V3. Company: The name of the company.

Open code: ___________
V4. Name of the report: The name of the report, e.g. “Corporate Development Report”.
Open code: _____________

V5. Title of the report: The title of the report, e.g. “The sustainable way”, without the year.

Coder instructions (CI): If there is no title, leave blank.

Open code:______________

V6. Year of report: The year the report contains in the title or on the title page, e.g. 2012; 2012/13, etc..

Year:_______________

V7. Sector
CI: Look in GRI database for which sector the company is classified. If it does not become clear, refer to the CSR report (usually to be found in the section “About the company”) or to the company homepage (“About us”).
	7.1.    Agriculture

7.2. Automotive

7.3. Aviation 
7.4. Chemicals

7.5. Commercial Services

7.6. Computers

7.7. Conglomerates

7.8. Construction

7.9. Construction Materials

7.10. Consumer Durables

7.11. Energy

7.12. Energy Utilities

7.13. Equipment

7.14. Financial Services

7.15. Food and Beverage Products

7.16. Forest and Paper Products

7.17. Health Care Products

7.18. Health Care Services

7.19. Household and Personal Products

7.20. Logistics


	7.21. Media

7.22. Metals Products

7.23. Mining

7.24. Non-Profit/Services

7.25. Public Agency

7.26. Railroad

7.27. Real Estate

7.28. Retailers

7.29. Technology Hardware

7.30. Telecommunications

7.31. Tobacco

7.32. Tourism/Leisure

7.33. Toys

7.34. Utilities

7.35. Universities

7.36. Waste Management

7.37. Water Utilities

7.38. Other



V8. Country: The country of origin of the firm.
	8.1. Germany
8.2. France
8.3. United Kingdom
8.4. Italy
8.5. Spain
8.6. Netherlands


	8.7. Switzerland

8.8. Poland

8.9. Belgium

8.10. Sweden

8.11. Austria



V9. Firm size I: The size of the firm in number of employees (reference year: 2013). 
CI: Figure rounded to multiples of 100, e.g., 100.600. 

No. of employees:____________

V10. Firm size II: The size of the firm in yearly turnover in billion Dollar (reference year: 2013). 

CI: Figure rounded to multiples of 100,000, e.g., 1,253 billion Dollar.
Turnover:_______________

V11. Firm age: The age of the firm, calculated in years with reference to 2013.  
CI: Usually to be found on the company’s homepage in the sections “about us” or “company history”.

Years:_______________

V12. First report issued: Year when the first CSR report was issued by the firm. 

CI: Look at company’s report archive. Information in GRI database is not reliable. If no information is given, write an email to the company’s CSR contact. 
Year: _____________

V13. Type of report: Is it a stand-alone or integrated CSR report?

13.1. Stand-alone

13.2. Integrated

V14. Language: The language in which the CSR report is coded.
14.1. English

14.2. German

14.3. French

14.4. Italian

14.5. Polish

V15. Reporting framework applied. Is the GRI reporting framework applied and if yes, according to which guidelines is the CSR report written?
CI: To be found in GRI database or inside the CSR report (in the sections “about the report” or in the GRI table).

15.1. G3.1

15.2. G4

15.3. G3
15.4. Not specified.
V16. Sector supplement: Does the report also apply specific sector supplement guidelines? 
CI: This applies only to G3 and G3.1 guideline-CSR reports. Information can be found in GRI database or in the CSR report (section “about the report”, GRI table, or CEO letter). For GRI G4 guidelines code ‘99’ missing value
YES: 1; NO: 0
V17. Application and assurance level check: Is the report formally checked by GRI? 
CI: Application levels A+-C apply only to CSR reports that are written along GRI guidelines G3 and G3.1. For G4 CSR reports, this code applies if a “materiality matters” check was conducted.
17.1. A+

17.2. A

17.3. B+

17.4. B

17.5. C+

17.6. C
17.7. G4: “Materiality Matters” check

17.8. None of the above
V18. Accessibility: Stakeholders can find the specific information they want without unreasonable effort through tables of content, maps, links, or other aids. (multiple answers)

18.1. Table of contents/map of contents

18.2. Electronic navigation helps in PDF

18.3. Chapter headings close to page number

18.4. Impressum/Imprint
18.5. Free download (or does the reader have to give his/her credentials)

18.6. PDF open: copy/paste of the data possible
18.7. GRI table
Software Codes

V19. Length of report: Number of words of the CSR report. 

No. of words:_______________________

V20. Readability: Calculate the readability with readability formula (Flesch-Kincaid reading ease index). 

CI: PDF file has to be converted to text document. Please report two different indicators: Flesch-Kincaid Reading Ease and Gunning Fog Index as indicated in Excel coding sheet.

18.1 Gunning Fog Index

18.2 Flesch-Kincaid Reading Ease Index

V21. Balance: Percentage of positive and negative words in the CSR report.

 Result: _________% positive

Content Codes

V22. Reporting Period: The year the report refers to. In case it does not refer to the calendar year, code the most recent year (e.g., reporting period: 09/2012-09/2013, code 2013).

CI: The reporting period is usually indicated in the section “about the report” or within the GRI table. Conduct a hypertext search for *period* or *reporting period*.

Year: __________

V23. Recent data: Data stems from current reporting period. The data in the report overlaps with the reporting period.

CI: If the report is dated 2013, it also contains data from 2013.

Binary code: YES: 1; NO: 0

V24. Assurance: The CSR report is assured by an assurance provider internal or external to the company. 

CI: Such information can be found in the report’s assurance statement that is usually placed at the end of the CSR report or close to the section “about the report”.

 YES: 1; NO:0

V25. Type of assurance: is the CSR report assured by external service providers or internally?
If the CSR report is not assured (V8=0), code ”not assured”.

25.1. Internal

25.2. External

25.3. Not specified

25.4. Not assured

V26. Type of assurance provider: the assurance provider conducting the assurance of the CSR report - usually indicated in the assurance statement.

CI: If report is not assured (variable assurance = 1), code this variable as ‘99’ missing values.

If the CSR report is not assured (V8=0), code ”not assured”.

26.1. Accountant, e.g. PricewaterhouseCoopers, Ernst & Young, KPMG, Deloitte

26.2. Small consultancy firm

26.3. Engineering firm

26.4. Internal

26.5. Other

26.6. Not specified

26.7. Not assured

V27. Reach of assurance: Is the entire CSR report subject of assurance or specific parts of it?

CI: Information to be found inside the assurance statement published in the CSR report. 

This variable does NOT refer to whether the assurance’s scope is limited or reasonable, just to the fact that either the whole report or specific sections are subject to assurance.

If the CSR report is not assured (V8=0), code ”not assured”.

27.1. Entire report

Exp.: “Scope of the work:We have carried out the review of the contents of theMAPFRE’s 2013 Social Responsibility Report, and itsadaptation to the Guide for the preparation of SustainabilityReports of the Global Reporting Initiative (GRI), version 3.1(G3) and the financial sector supplement.” (Mapfre, p. 113)

27.2. Specific sections

Exp.: “…provides a limited assurance opinion on published performance indicators identified in the “reporting methodology” of section 4.5.2.” (Lafarge, p. 47).

“…provides a limited assurance opinion on published performance indicators identified in the “reporting methodology” of section 4.5.2.“ (H&M, p. 91).

27.3. Not specified

27.4. Not assured

V28. Assurance standard applied: which type of assurance standard was applied when assuring the CSR report? (multiple answers)

CI: Look at the report: hypertext search for the different standards.

DO NOT code IFAC as an “other” assurance standard (12.5).

If the CSR report is not assured (V8=0), code ”not assured”.

28.1. *AA1000AS*

28.2. *ISAE3000*

28.3. General national standard

28.4. Sustainability national standard

28.5. Other

28.6. None of the above

28.7. Not assured

V29. Standards: Which CSR standards does the company apply? This variable refers to CSR standards applied to the whole company at a CORPORATE LEVEL. DO NOT code it if standards refer to one branch/location/sector of the company only. (multiple answers) 
CI: Look at the report: hypertext search of the words in *…*.

29.1. *CDP*: Carbon Disclosure Project 

29.2. *IFC*: International Finance Corporation 

29.3. *OECD* Guidelines for Multinational Enterprises: Organisation for Economic Co-operation and Development  

29.4. *UNGC*: United Nations *Global Compact” = 10 principles

29.5. *ISO*: International Standardization Organization; 

CI: Code only these standards: ISO 9001, ISO 14001, ISO 26000

29.6. *AA1000*

29.7. None

V30. Section on methodology (accuracy I): The reports contains a specific section/paragraph on the methodology used for data gathering, data analysis, data measurement.

CI: The section/paragraph is usually contained in the part “about the report”, or in the end of the report. You may also refer to the index of the report or its GRI table (indicator: 3.9). Search for keywords: *data* *data*+*measurement* /*gathering*/*analysis* *methodology*.

YES: 1; NO: 0

V31. Information on data measurement (accuracy II): The reported information should be sufficiently accurate and detailed for stakeholders to assess the reporting organization’s performance. 

 CI: The report contains information explaining the data measurement techniques and/or bases for calculations and/or how the data was analyzed. Hypertext search for *data* *data*+*measurement*/*gathering*/*analysis*. This information can be found in the section on methodology (coded above) or in any other part of the report, also selectively in the part on environment or society. Sometimes, such information also appears in footnotes. It is sufficient if the company mentions its methodology/method/calculations at any point in the report.

YES: 1; NO: 0

Exp.: “Scope of consolidationd and reporting methodologies“: “We use the csi protocol V3 to calculate co2 emissions between the 1990 baseline and the reporting year. in 2011 we changed our methodology for calculating air emissions to be in accordance with the march 2012 csi guidelines for emissions monitoring and reporting in the cement industry (wbcsdcement.org). previously, gas factors based on the type of kiln process were utilized whereas we now use gas factors based on the energy consumption of the specific kiln; prior years data and our baseline (2005) is restated using the this methodology for comparison.” (Lafarge, p. 46).

V32. Management system: The company states that it has a *management system* for CSR in general, for the environment, for health and safety, and/or for social aspects. This variable refers to a management system on the CORPORATE LEVEL only. 

CI: Such information can be found in a separate section entitled “Our CSR management” or “Our approach”. For the specific management systems (environment, social, health/safety), refer to the parts of the report that are concerned with these contents. DO NOT code risk management systems.

Hypertext search for *management system*.
32.1. General CSR/sustainability management system

Exp.: “Governance and Implementation”: “Unibail-Rodamco develops its sustainability targets and policy through different management systems ensuring the highest coverage of the Group’s activities and the best ownership at every level of the entire organization. The management structure for sustainability issues is designed to drive performance improvement from the top down and the bottom up and ensure that the Group’s strategy is fed by the needs and expectations of stakeholders.“ (Unibail-Rodamco, p. 55)

32.2. Environmental management system

Exp.: “Expanding our Environmental Management System “: “Our Group attaches great importance to how we manage our environmental impacts. UniCredit SpA’s environmental management system (EMS) has long been registered under the European Union’s Eco-Management and Audit Scheme (EMAS). However, our EMS underwent significant change in 2011 after UniCredit SpA integrated its operating legal entities into one organization, expanding its involvement to cover all banking operations in Italy.“ (Unicredit, p. 72)

32.3. Health and/or safety management system

Exp.: “OHSAS 18001. All our operating companies have to be certified in accordance with these guidelines for implementing occupational health and safety management systems, or obtain equivalent certification“ (Fugro, p. 73)

32.4. Social management system

CI: May refer to standards such as  AA1000 or SA8000.

32.5. None: no management system

V33. CSR organization: Does the CSR report contain a graph/organigram/chart depicting how it organizes CSR within the company? (multiple answers)

CI: This refers to the organization of CSR governance as well as the operational level of CSR organization (CSR departments). Please code the existence of a graph/organigram/ chart that depicts the organization of CSR. Usually to be found in sections on “governance”, “about us”, “our approach”, “CSR management”.

33.1. Graph depicting operational CSR organization

33.2. Graph depicting CSR governance organization

33.3. None of the above

V34. Stakeholder dialogue section: Has a proper section or paragraph been devoted to the stakeholder engagement in the report? 

CI: Hypertext search for: *stakeholder*+*dialogue*/*engagement*. Also code if it is a paragraph within another section. 

 YES: 1; NO: 0

Exp.: “Engaging our stakeholders”, “Stakeholder dialogue”, etc.

V35. Stakeholder inclusiveness: The reporting organization should identify its stakeholders and explain in the report how it has responded to their reasonable expectations and interests. (multiple answers)

CI: Covered in sections 1.2 and 3.5 and 4.12 and 4.13, 4.14, 4.15, 4.16, 4.17.  Conduct a hypertext search with the words in *…*.

35.1. Stakeholder description: The organization can describe the *stakeholders* to whom it considers itself accountable. 

CI: Naming the stakeholders is sufficient. The company does not have to state “in one spot”, which ones it regards as stakeholders. It is sufficient if it becomes clear to the reader who the stakeholders are while reading. 

Exp.: “Our stakeholders” (BHP Billiton, p. 4)

Exp.: “The report you hold in your hands is our exercise in transparency, our vehicle for demonstrating the value that MAPFRE adds to all of its stakeholders and how, thanks to them, we are able to operate. Of this group, we have identified employees, clients, distributors, suppliers, shareholders and society in general as our strategic stakeholders.” (Mapfre, p. 4)

35.2. Stakeholder dialogue: The report content draws upon the outcomes of any stakeholder  engagement/dialogue processes undertaken specifically for the report or in its ongoing activities.

CI: The company engages in a dialogue with its stakeholders. This may be reported in the section on “about the report”, in articles about stakeholder groups/ roundtables/ dialogues, or in a separate section, e.g. “sustainability working group”, “how we engage our stakeholders, “stakeholder dialogue”. 

Hypertext search for: *stakeholder*+*dialogue*/*engagement*.

Exp.: “For the third year running, Saipem has submitted its sustainability report to an independent panel of experts composed of members of internationally renowned institutions and organisations who do not have any binding contracts or ongoing significant business with the Company.” (Saipem, p. 72)

Exp.: “We engage stakeholders on two levels, local and global. At a local level, employees across many functions engage our people, local governments, customers, media, and community groups on issues of immediate concern to them. At a global level, we engage investors, customers, suppliers, and multinational organisations such as United Nations agencies or NGOs that have a broad remit. This year we interviewed more than 40 global stakeholders as part of our work to refresh our Sustainability & Responsibility Strategy.” (Diageo, p. 15)

35.3. Stakeholder issues: The company mentions  CSR/ sustainability *topics* or *issues* that were raised by/or are clearly connected to stakeholders. 

CI: Often, it is not clearly indicated which issues arose from stakeholders, but usually the company tells that certain issues were raised in dialogue with stakeholders without specifying which ones. Sometimes, the CSR reports quote their own stakeholders that talk about their issues – usually to be found in text boxes.

Exp.: “The overall strategy and vision, the impact from the operations, the aim to be the first sustainable link in the metals’ value chain and to achieve operational efficiency are the basis of the identification from an internal perspective. External Drivers and expectations articulated by stakeholders as well as existing and potential legislation are considered in the identification process to make it more relevant.” (Boliden)

Exp.: “In 2012, we further developed our CSR strategy, aligning it with our core business, in response to global trends in our industry and to the requests and feedback we receive from our employees, associates/candidates and our clients.” (Adecco, p. 13)

35.4. None of the above

V36. Materiality: The information in a report should cover topics and indicators that reflect the organization’s significant economic, social, and environmental impacts or that would substantively influence the assessments and decisions of stakeholders. 

CI: Such information is reported in report parameters 3.5 (in G3.1 and G4). First of all, we look for this information in these sections. If we cannot find information on materiality or there is no specific section, we conduct a hypertext search for the word *materiality* in the CSR report. If the word does not appear, the coder should conduct a hypertext search with the keywords of every category that are put in *…*, e.g. *impact*. (multiple answers)

In case of integrated reports, we refer to the CSR section only. If the integrated report does not have a dedicated, separate CSR section, we code the entire CSR report (please note in comments section).

Do not consider material that is not explicitly part of the report. Hence, linked documents or webpages with information on materiality are not considered for this variable.

36.1. Impacts: The company writes about possible CSR/sustainability *impacts*, *opportunities*, *challenges* (e.g., global warming, HIV-AIDS, poverty).

Exp.: “Section called “General conditions and challenges”: Social challenges: - demographic development; - training and education; - heath; - occupational safety” (RHI, p. 22)

Exp.: “As the world’s leading provider of HR solutions, Adecco believes work is a basic human need. Our responsibility is to bring to life the principle of 'better work better life' amongst all our stakeholders. Better work, better life is our job. Every day we help many companies to succeed by bringing together work teams with skills and attitudes that best match their needs. Every day, we ensure that around 700,000 associates worldwide have the best possible jobs. We help our employees and associates to succeed and grow by training, coaching and recognition of their achievements. In effect, they choose to work with us.” (Adecco, p. 8)

36.2. Values: Key organizational or CSR *values* are mentioned. The report lists the company’s values.

CI: Is usually described in the section “about the company”, but may also be found in the CEO letter, or throughout the report.

Exp.: “Through these Business Principles, every employee, and thus every operating company, supports the organisation’s social values of integrity, transparency, teamwork and respect for a healthy and safe workplace and the environment.” (Fugro, p. 73)

36.3. Risks: Significant CSR *risks* to the organization. 

CI: The company conducts risk assessments; the company mentions certain risks in the supply chain, environment, or in society; how the company tackles its CSR risks. NOT: anything that refers to financial risks is not coded here.

Exp.: “MAPFRE has a Risk Management System (RMS) in place which is based on integrated management of each and every one of the business processes, and on the adaptation of risk levels to established strategic objectives. The different risk groups are classified into four categories: operational, financial, insurancerelated,  and strategic and corporate governance. Within this system, environmental, social and governance risks (ESG risks)1 are included partly under operational risks and partly under strategic & corporate governance risks.” (Mapfre)

Exp.: “RISK MANAGEMENT: The overall risk philosophy of the Group can be described as conservative, with an emphasis on accepting the risks which determine the nature of the business, such as fl uctuations in the value of assets, vacancies, volatility in market rents, or risks associated with development activities. Key risks are assessed using a standard, Group-wide risk analysis framework and risk maps are used to rank exposure on the basis of probability and magnitude. Sensitivity analysis is also conducted at Group level.” (Unibail-Rodamco, p. 17)

Exp.: “Occupational health and safety has top priority for RHI as a manufacturing company. The prevention of accidents is the ultimate goal. Risks in work processes and at the location are systematically recorded, precautions are taken and measures are derived” (RHI, p. 49)

36.4. Prioritizing: The report “prioritizes” material topics. 

CI: This can be visualized in a map, matrix, table, graph, or presented in writing.

Exp.: “Becoming the best is both our commitment and our ongoing challenge. We constantly raise the bar to build a company that will generate sustainable long-term growth and results. Ten principles guide us in that effort:” (Anheuser-Busch, p. 5)

Exp.: “Our five spheres of action involve a wide range of sustainability issues whose importance to Commerzbank varies – for different reasons, including how they are viewed by society. We reviewed the relevance of these issues for our stakeholders and the bank again in 2012. The results were aggregated to form a materiality matrix.” (Commerzbank, p. 49)

36.5. CSR goals: The company states specifically the *targets*, *goals*, *aims*, *objectives* of its CSR strategy. 

Exp.: “Progress against objectives” (Repsol, p. 8); “Our goals”

Exp. “Our aim is to build and operate all our plants with as little environmental impact as possible and supply our customers with eco-friendly products.” (Verbund, p. 12)

36.6. Scope & boundary of the report: The company describes the *scope* and *boundaries* of its CSR report.

CI: Usually to be found in the section on reporting parameters/methodology, or materiality. The company describes the scope and the boundaries of its report..

In reports that are structured along G3.1, this information is given in sections 3.5-3.11.

36.7. None of the above

V37. Structure (coder assessment): The CSR report is clearly structured. 

CI: Please rate on a scale from 1 (totally disagree) to 5 (totally agree) 

V38. Font (coder assessment): The font is clearly readable.
CI: Please rate on a scale from 1 (totally disagree) to 5 (totally agree) 

V39. Navigation (coder assessment): It is easy to find the information I am searching for.
CI: Please rate on a scale from 1 (totally disagree) to 5 (totally agree)

V40. Completeness: are all indicators of GRI reported in the CSR report? We code the application of every single core indicator (55 in total). (multiple answers)

CI: Look at GRI table in the CSR report. If a table does not exist in the report, search for it on the company’s website. If no GRI table is given anywhere, conduct a hypertext search for every single indicator of the guidelines.

If an indicator is fully reported, give 2, if it is partially reported, give 1, if it is not reported, code 0.

If the company explicitly states that an indicator does not apply to its business (e.g., EN29 packaging for a service company), code with ‘3’ ”does not apply”. 

If a company states that an indicator is “not relevant “not material “ immaterial”: use own judgment if this is really the case. If yes, code “3” (does not apply), if not, code “0”(not reported). Please always note such cases in comments section.

We only want to code what is written inside the CSR report: If an indicator in a GRI table is said to be reported in the CSR report, code it as “1” or “2” respectively. If the indicator is said to be reported in another publication outside the CSR report (website, annual report, etc.), then code it as “0” not reported. 

The indicators 4.14; LA15, SO1, SO9, SO10, HR10, HR11 are not contained in the G3 guidelines, only in G3.1 and G4. If they are not reported in a G3 guided CSR report, code them as ‘99’ missing variables. If they are reported, code them as ‘1’ or ‘2’, accordingly.

G4 reports:

Reports with G4 guidelines have different labels for 4.11-4.17: 4.11 to 4.13 ( G4-14 to G4.16; 4.14 to 4.17 ( G4-24 to G4-27

G4 GRI tables do not state whether an indicator is fully or partially reported. Instead, they show “omissions” or “notes”. If a company has no “omissions”/”notes” regarding an indicator, we consider it as fully reported “2”. If it writes “omissions”/”notes”, we consider it as partially reported “1”.

For INTEGRATED REPORTS, please code the economic indicators (EC1-8) as “3” does not apply.

40.1. EC1

0 Not reported 
1 Partially reported
2 Fully reported
3  “Does not apply”
40.2. EC2
40.3. EC3

40.4. etc…. ( all in all 62 variables
2

