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BEFORE STARTING: HOW TO USE THESE 
TOOLS 

• Each city is different; we speak different languages, have different forms of organizations and 
civic engagement. We want to keep this diversity as a strong value for CLEVER Cities Project. 

• Hence, cities are encouraged to adapt the terms being used throughout the following tools 
according to their local contexts and languages. For Example, “UIP” and “CALs”, if needed, could 
find a successful translation which best fit in order to reach out a larger audience. 

• Therefore, we provide a series of practical tools and templates to be adapted to the local context, 
in order to share common pathway and goals. 

• Tools are flexible and can be used in different situations at different scales. Step 5 and Step 6 in 
particular require carrying out activities at the UIP and CAL levels: corresponding tools can be 
used as flexible as possible. 

• Feedback from cities using the toolkit is also welcomed to improve the overall quality and 
credibility of our work.  

  

Figure 1:infographic showing the structure of steps and tools to be developed during the co-creation process. 
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• Explore the following tools and download the templates that you can directly use for your 

activities! You will find one unique file that collects all the useful templates for each step. 
• In each Tool, you can find a flag to indicate the necessity of implementation as following: 
• For more information on the CAL ID fill-in process, use this link:  

https://clevercitiesguidance.files.wordpress.com/2019/01/steps-5-and-6-instructions.pptx  
 
 

 

Optional tool  

 
 
Recommended tool  
 
 
 

Fundamental Tool 

 

  

REMEMBER: 
 

Urban Innovation Partnership (UIP) is a “city-wide or 
district-focused informal alliance of local and city 
authorities, community (groups), businesses, academics to 
promote the NBS for regeneration or urban transformation, 
facilitate and drive the co-creation process. More 
specifically, each UIP supports one or more CLEVER 
Action Labs (CAL)”. 

 

CLEVER Action Labs (CAL) will co-design, co-implement 
and co-manage NBS interventions in the deprived districts 
starting from specific place-based NBS technologies as 
impulses. 

 

Each UIP supports one or more CLEVER Action Labs 
(CAL) as alliances of locally involved actors specifically 
interested or relevant to realize place-based NBS 
interventions ‘on site’ with one specific CLEVER stimulus.  

https://clevercitiesguidance.files.wordpress.com/2019/01/steps-5-and-6-instructions.pptx
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Figure 2: A Pathway developed along the 60 months of CLEVER Cites, according to the main tasks.  
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Co-creation Planning for the CLEVER Action 
Labs 
 

 

 

 

 

 

 
 
 
 
 
 
 

Ù 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

This phase is crucial for establishing a sound co-creation plan at 
the level of the CLEVER Action Laboratory (CAL). The two steps 
suggested in this phase, namely Step 05 and Step 06, have to 
be carried out for each CAL, as an activity to be managed 
internally by the local urban innovation partnership. The objective 
of this preliminary planning of co-creation activities is to improve 
the overall involvement of citizens in the process in order to 
achieve successful projects, implementations and legacy for the 
envisioned solutions.  

In particular, Step 05 recalls the scope of the CAL and creates a 
preliminary check of available material and the road-mapping of 
the projects, in order to update partners and create a preliminary 
status quo before the starting of co-design activities.  

Step 06, on the other hand, will support the partnership to define 
in detail the ‘CAL space’. i.e. answering who, how, where and 
what for each project. The Co-creation Matrix will provide a grid 
for establishing co-creation opportunities for each phase along 
the pathway and define suitable participatory activities 
accordingly. Theory of Change Workshops are warmly 
recommended for cities to be carried out for each CAL to identify 
impacts and relevant supporting activities for monitoring.  
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PHASE 
  

STEP 
  

WHAT HOW 
CLEVER deliverables 

Topic Specific outcomes 

C
o-

C
re

at
io

n 
Pl

an
ni

ng
 

5 

Plan the co-
creation 
activities 
and analyse 
the status 
quo 

1. Bring together all the 
partners in the CAL and 
align on CAL Timeline, 
description and 
responsibilities 

2. SWOT analysis 
3. Enquiry and collect useful 

data on CAL scale.  

• Detailed description 
of the site and 
envisioned NBS 
project for each CAL 

• The CAL ID, the 
identity kit, Site visits 
imagery. 

• The CAL BOX, 
containing useful 
materials for co-
design activities. 

► STEP 
05 

Output 
Report 

Template  

6 
Design the 
CAL space 
internally 

1. Confirm the CAL focus 
and Conduct Theory of 
Change Workshop  

2. Identify co-creation 
activities for each CAL 

3. Define the CAL space. 
4. Local data audit and start 

monitoring  

• The CAL ID, the 
identity kit that 
accompanies the 
process, updated 
with the detailed 
description of the 
CAL space. 

• Co-creation Matrix 
•  Report on ToC if 

conducted and 
correlate to WP4.  

► STEP 
06 

Output 
Report 

Template  

 
  

https://clevercitiesguidance.files.wordpress.com/2019/01/d2.2_05-06-steps_output-report-templates.docx
https://clevercitiesguidance.files.wordpress.com/2019/01/d2.2_05-06-steps_output-report-templates.docx
https://clevercitiesguidance.files.wordpress.com/2019/01/d2.2_05-06-steps_output-report-templates.docx
https://clevercitiesguidance.files.wordpress.com/2019/01/d2.2_05-06-steps_output-report-templates.docx
https://clevercitiesguidance.files.wordpress.com/2019/01/d2.2_05-06-steps_output-report-templates.docx
https://clevercitiesguidance.wordpress.com/step-02-mapstakeholdsers/
https://clevercitiesguidance.wordpress.com/step-02-mapstakeholdsers/
https://clevercitiesguidance.files.wordpress.com/2019/01/d2.2_05-06-steps_output-report-templates.docx
https://clevercitiesguidance.files.wordpress.com/2019/01/d2.2_05-06-steps_output-report-templates.docx
https://clevercitiesguidance.files.wordpress.com/2019/01/d2.2_05-06-steps_output-report-templates.docx
https://clevercitiesguidance.files.wordpress.com/2019/01/d2.2_05-06-steps_output-report-templates.docx
https://clevercitiesguidance.files.wordpress.com/2019/01/d2.2_05-06-steps_output-report-templates.docx
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Before starting with the proposed steps of phase two, some general tips concerning the co-design set-up 
and carrying out of the activities are listed below. 

Tips:  
The co-design venue 

 Identify a suitable venue for organizing the events. The place 
should be easy to access and visible, recognizable and 
representative of a public institution or a civic association. 

 The atmosphere should be always informal and relaxed: 
attendees should feel they are contributing to civic progress 
with no pressure. Provide a quick coffee break or light buffet.  

 The venue should be the same for all the events in a row. 
Changing place could disorient habits and generate the loss of 
participants.  

 The ideal situation would be a fulltime dedicated space for 
hosting the CAL, where designers and experts directly work on 
the project in a transparent way, open to public; they report the 
progress of the design schemes and people can freely interact 
with experts. 

Tips:  
The co-design timing 

 Co-design activities should be held with some constant 
schedule. These should be organized at the same day of the 
week, possible in the evening after work hours to guarantee a 
wider spectrum of participants. The choice depends of course 
on the local context. 

 The intervals between meetings should be established taking 
into account that meetings cannot be too frequent (risk of 
overload) or too loose (risk of disaffection).  

 While the proposed co-design activities should offer some 
degree of flexibility and review, a well-defined agenda of steps, 
targets and expected outcomes should be given from the very 
beginning of activities. People require to understand the path 
they are involved in and envision a product of their effort. 

 Seriously consider activating forms of e-participation, i.e. 
continuous collection of feedbacks through online tools. 
Offering a parallel co-design track online is a good way to 
increment the reach-out of the co-design activities and to 
involve people that would like to take part to the discussion but 
cannot physically attend the meetings. Hence, make sure that 
all the advancements and materials are reported online very 
fast; even live streaming and recording of co-design activities 
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could be an option for making citizens feel part of a transparent 
process. 

Tips:  
The co-design participants 

 Make sure you include a variety of people that best represents 
the local context; respect gender equality, avoid discrimination. 
Cover different ages and professional skills. The richer the 
composition, the higher will the success of the activity be. 

 Build loyalty to the challenge and make sure people come 
back; small rewarding strategies and personal recalls can help. 
It is crucial to get the same people during all the events in order 
to consolidate the narrative of the whole process and create 
civic ambassadors of CLEVER Cities. Of course, you can 
increment the number of attendees, but avoid replacements! 

 Seriously consider e-participants in the same way as physical 
participants; give them feedback and invite them to join to all 
the events and activities of CLEVER Cites. The online 
dimension is not less important than the material one! 

 
  



 

 

11 CLEVER Cities Co-Creation Plan Toolkit 
 

 

www.clevercities.eu 

STEP 05: Plan the Co-creation activities and 
analyse the status quo 

• This step envisions 5 tools that could be used accordingly with respect to your city municipal 
organizations and planning authorities. 

• Find all relevant templates for this step clicking on the icon below:   
 

 
• For more information on the CAL ID fill-in process, use this link:  

https://clevercitiesguidance.files.wordpress.com/2019/01/steps-5-and-6-instructions.pptx  
  

https://clevercitiesguidance.files.wordpress.com/2019/01/steps-5-and-6-instructions.pptx
https://clevercitiesguidance.files.wordpress.com/2019/01/cal-id_steps05-06.docx
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Tool 5.1: Alignment on CAL ID 

This tool aims at helping the UIP local partners at the city level to create alignment among 
CAL local partners. Check the current condition of the CAL and reconstruct the road map 
where CAL project is clearly defined based on who is doing what. It aims at providing clear 
description of the site and envisioned NBS on the small scale of CAL.  

What 

Topic A collaborative activity with board mapping 

PRODUCT 

• CAL identification and road mapping timeline 
• Prepare CAL ID responsibilities, major risks, executive 

Project details and objectives to be realised. 
• Follow-up the list of contact persons, experts and decision 

makers that best represent the listed city strategies and 
projects. 

• All the outcomes will be included in the CAL ID 

Why To align with CAL local Cluster Information and road-mapping: (CAL ID) 
responsibilities, timeline and risks of implementation while co-designing projects. 

Who- With 
Whom 

This is retaking the Local UIP cluster of FR CLEVER Cities and engage with local 
context of each CAL responsible and local stakeholders. Identify your Local 
Monitoring Team (LMT) to help your follow-up and monitoring of co-creation 
process.  

How 

Through a focus group, i.e. about 5 to 10 people getting together to carry out the 
collaborative activity whether with round tables in same meeting or separate 
meetings. All the CALs could be discussed in parallel (preferred option), so that 
common points, challenges and constraints could be shared among the different 
projects. 

PREPARATION Easy to prepare (Approximately 30 minutes) 

Duration Approximately 3 hours for each CAL round table  

Materials 
Needed 

• CAL ID – presentation template  
• A large board or a large format white poster 
• Strings, pins, tape, Pens. 

CARRYING OUT THE ACTIVITY  

 Nomination of facilitators and registration of attendees  
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 Facilitators ask all the attendees to review the CAL road mapping and prospective timeline, 
starting from preliminary road mapping tool 1.5 in Step 01. If that activity was never carried 
out, it could be the first activity to propose to the focus group or, alternately, one partner could 
prepare a preliminary assessment of the road-map, discuss it and adjust it with the attendees, 
hence speeding up the process for the CAL timeline reconstruction. 

Some tips: 

 Check the current conditions of the CAL within CAL ID table and ask yourself if something has 
changed since the beginning of the CLEVER Cities project. 

 Specify once again which are the CLEVER Cities co-creation phases: co-design, co-
implementation, co-monitoring and co-development: in fact, not all attendees are familiar with 
those definitions, and entering into the co-creation approach is not banal at all!    

 Bring in all the prospective needed materials in terms of maps, illustrations, possible designs 
of areas of NBS interventions as placed in the grant agreement in case of FR Cities.  

 The most important thing is to verify the overall co-creation timeline as established at the level 
of the project (for instance from Grant Agreement) and the timeline constraints for each CAL 
(constraints might happen at the local level in case of construction procedures, political 
agenda, local events schedule, and so on). 

 
Figure 3: Road mapping preliminary activities 

(Source: POLIMI after UIP planning workshop, Comune di Milano in Fondazione Politecnico di Milano, 29 October 
2018).  

 Fill in with the specific CAL Definition the description of the work in the study area (location, 
surface, etc.) and indicate NBS type of interventions proposed. Again, this information could be 
prepared in advance by a local partner and checked collectively during this activity. 

Description of main 
characteristics and 
challenges 

Please describe the main characteristics of the study area (location, surface, etc.) and the 
challenges it should face and solve 

https://clevercitiesguidance.files.wordpress.com/2019/01/tool1.5_timeline.xlsx
https://clevercitiesguidance.files.wordpress.com/2019/01/tool1.5_timeline.xlsx
https://clevercitiesguidance.files.wordpress.com/2018/10/tool-1-5-road-mapping.pdf
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CAL NBS intervention Please indicate the name of the intervention proposed 

Description Please describe the NBS intervention proposed in one sentence 

Budget available What is the budget available and funding source? 

CLEVER Cities component What kind of intervention is it? Corridor, node or spot? 

Policies Framework and 
Planning Instruments 

What is the policy framework existent in terms of NBS? 
Is it integrated and coordinated with any other sectorial policies? Which? 
Is there any planning instrument that support NBS implementation? 

 Verify the overall alignment with the city policies framework and planning instruments 
availability, integration and coordination with the overall CAL implementation plan.  

 
Figure 4: Focus Groups on CAL 2 - Milan. (Source: Trentin, 12 December 2018). 

Tip: 

 Remember to review back all the planned constellations between CLEVER Cities project and 
other city strategies in the local context (see tool 1.1a).  

 Fill in the responsibilities table and define the CAL venue, timeframe and co-creation strategic 
plan timing of interventions. Verify if any added positions are needed or missing.  

 Once agreed on alignment of road-mapping, tool 1.5 proceed with establishing links with the 
CAL ID Focus, tool 6.1 

 
  

https://clevercitiesguidance.files.wordpress.com/2018/10/tool-1-1a-framing-clever-cities-board.pdf
https://clevercitiesguidance.files.wordpress.com/2018/10/tool-1-5-road-mapping.pdf
https://clevercitiesguidance.files.wordpress.com/2019/01/tool-6.1-cal-id-focus.pdf
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Tool 5.2: Site Visit 

This tool aims at helping the UIP local partners at the city level to see each site by 
themselves and conduct a preliminary check. In fact, we can check the current condition of 
the CAL and correlate with the timeline planned for the co-design and co-implementation in 
reality of CAL project based on responsibilities.   

What 

Topic A Community- walk in place.  

PRODUCT 

• Pictures related to CAL site 
• Maps and related materials 
• Identify the possibilities of SWOT analysis 
• All the outcomes will be included in the CAL BOX 

Why 

To visit the site strengths the local team knowledge with the local context and hence 
enhances the decision making on the type of NBS implemented on a place-based.  
This activity will be useful to tackle challenges, address construction phases and 
risk management as well as needed resources from the very beginning of the 
process. It will also identify key contacts to involve from the UIP to CAL scale. 

Who- With 
Whom 

This is an internal activity with CLEVER Cities UIP FR city partners. Experts and 
decision makers of the local public authorities are welcome to join. CAL Manager (if 
previously decided) and LMT members are welcome to join if needed. 

How Through a group visit, i.e. about 5 to 10 people getting together to carry out the 
collaborative activity. 

PREPARATION Easy to prepare (Approximately 30 minutes) 

Duration Approximately 60 minutes on site  

Materials 
Needed 

• Formats of A4 with maps, possible images and any other needed materials  
• Large post-its or coloured cards (suggested A5 format) for listing the main 

challenges and or strengths of the site visit to consider 
• A good photo camera for taking pictures during the walk 
• Pens, tape and consumables. 

CARRYING OUT THE ACTIVITY 

 Send out meeting agenda, time and location ahead of time in a fashionably manner.  

 Share the maps, technical project illustration and any renderings if available (see Figure 1).   
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 Start by setting out the context knowledge with the visiting team and potential technical team in 
lieu.  

 Keep on papers track of the pathway taken and images numbered on site map.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 5: Executive project example from CAL 2- (source: City of Milan, Directorate of Urban planning, green and 

urban design section. June 2017). 

Some tips of possible activities to carry out during the walk: 

 Try to interact with the local context: talk to local people, if any, and listen from them about the 
place history and atmosphere, about their needs and wishes. 

 Illustrate the NBS envisioned at this stage by the preliminary project and indicate their 
localization on site; ask to all participants to report about potential risks they see concerning 
NBS implementation. 
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Tool 5.3: Role playing as stakeholders  

 This tool is optional. It aims at making you comfortable with the stakeholders that you 
cannot involve in this phase of co-creation planning and at the same time need their inputs.  

 

What 
Topic Collaborative activity in a CAL periodic workshop.  

PRODUCT • Report on plausible stakeholders perspectives 
and report out in your ToC outcomes or CAL ID.  

Why To reflect upon and anticipate stakeholders’ perceptions, feeling, opinions 
regarding the NBS to be implemented 

Who- With Whom Internal activity to be carried out by the Facilitator inside the ToC workshop 
and/or in the CAL co-creation planning workshops.  

How Activity as a tool to inform a wider session on the development plan of the 
CAL Co-creation Matrix.  

PREPARATION Very easy to prepare. It can be improvised or preferably supported by the 
suggested materials previously collected. 

Duration Variable, depending on the general activity in which role-playing is used. 

Materials Needed 

• Socio-demographic data on local stakeholders, including age, gender, 
income, education (highly recommended) 

• Personas or NGO’s/ Associations representing lusters of local 
stakeholders  

• Props such as hats, scarfs, glasses, mustaches (if needed).  

CARRYING OUT THE ACTIVITY 

Role playing is a tool according to which participants replicate the routines and behaviours that the 
intended person may experience in actual scenarios. Stakeholders participating to the activity intended 
for developing a CAL design plan could interpret the role of expected users of the NBS, if these are 
absent or anyway before engaging them, in order to reflect upon and anticipate possible perceptions, 
feeling and opinions. 

1. Clarify the objective of the role playing and list upon which features the interpreted 
stakeholders will be called upon (e.g. the process, the intervention, …) 

2. Identify relevant (groups of) stakeholders as potential users of the CAL or to be engaged 
and list their main characters. You may use personas previously created or socio-demographic 
data. 
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3. Ensure that everyone on the table agrees on the definition of the clusters and understands 
that these will be simulated, yet the interpretations should be as realistic as possible. 

4. Identify a facilitator or someone to take the notes of what happens in the scene and who 
moderates if actors are not following the identified personas properly. 

5. Trigger the discussion on the selected features of the agenda. The activity terminates 
when all the features have been addressed and participants are satisfied with what has been 
shared. 

6. Participants - in particular the facilitators - engage the actors to replicate on the 
previously selected issues. The actor ensures that the prop is worn when interpreting the role 
and drop if off if she intends to say something on her real role. 

7. Share and discuss collectively the reflections emerged through the role playing, fed by the 
facilitator’s notes. 

 
References and similar ideas: 

http://www.designkit.org/methods/36 
- (2003) Kristian T. Simsarian, “Take it to the Next Stage: the Roles of Role Playing in the 

Design Process, CHI '03 extended abstracts on Human Factors in Computing Systems, April 
05-10, 2003, Ft. Lauderdale, Florida, USA 

- Hanington, Bruce, and Bella Martin. Universal methods of design: 100 ways to research 
complex problems, develop innovative ideas, and design effective solutions. Rockport 
Publishers, 2012. 

 
  

http://www.designkit.org/methods/36
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Tool 5.4: SWOT Analysis 

The SWOT analysis is a tool used to help decide whether it is feasible to carry out NBS in 
the specific place-based context and the framework of strengths, weaknesses, opportunities 
and threats offered to the CAL. 

What 
Topic A collaborative activity with board mapping 

PRODUCT • The SWOT table for each CAL in CLEVER Cities at the FR 
city; to be included in the CAL BOX. 

Why 

To list strengths, weaknesses, opportunities and threats for specific CAL at FR 
Cities, taking into account the information and expertise of participants. This activity 
will be useful to draft a spatial SWOT analysis to highlight opportunities and threats 
insisting on the site. Based on those potential positive and negative aspects, you 
will be asked to provide information to validate initial hypotheses.  

Who- With 
Whom 

This is an internal activity with CLEVER Cities FR city UIP. Experts and decision 
makers of the LMT are welcome to join. 

How Through a focus group, i.e. about 5 to 10 people getting together to carry out the 
collaborative activity. 

PREPARATION Easy to prepare (Approximately 30 minutes) 

Duration Approximately 60 minutes 

Materials 
Needed 

• A large board or a large format white poster organized in the form of a 
SWOT table 

• Large post-its or coloured cards (suggested A5 format) for listing the main 
city projects and strategies 

• Pens, tape and consumables 

CARRYING OUT THE ACTIVITY 

 Prepare a table with 4 columns for strengths, weaknesses, opportunities and threats (refer to 
tool 1.1b for an example or look at Figure 1 below). 

 Ask participants to individually list strengths, weaknesses, opportunities and threats on post-its 
and report them on the big board. You can use one colour for items (projects, activities, 
policies, plans and strategies); you can use another colour for listing actors. Moreover, you can 
enter another level of complexity adding rows to the table, corresponding to the scale of each 
item, e.g. local, regional national and international. This will orient participants and invite them 
to think a multi-scalar way. 

https://clevercitiesguidance.files.wordpress.com/2018/10/tool-1-1b-swot-analysis.pdf
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Figure 6: SWOT Board Analysis 

 Weaknesses and Threats can be the object of an additional activity. On other post-its with 
different colours, indicate the actor/s to involve tackling these issues. These could be 
considered as potential stakeholders to be invited to CAL co-creation. 

 Report into the CAL ID document the outcomes of the analysis.  
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Tool 5.5: Data Profiling  

The data collection in this phase is CAL-based to verify the status quo of the CALs and to 
identify the possible synergies with communication and dissemination WPs to start running 
the co-creation and co-design kick-off activities. This is a continuation for platform Step 04.  

What 
Topic An on-desk data collection analysis and depository on CAL BOX.  

PRODUCT • An online profile for each CAL information to be published. 

Why 
To align with the main communication and dissemination partners on the status-quo 
of the CAL, as well as the advancement of the co-creation planning activities in 
cities.  

Who- With 
Whom 

This is an internal activity with CLEVER Cities LMT and each CAL responsible.  
CAL technical working group are also welcomed to join.  

How Through a focus group, i.e. about 5 to 10 people getting together to carry out the 
data collection activity.  

PREPARATION Easy to prepare (Approximately 30 minutes) 

Duration Approximately 60 to 90 minutes 

Materials 
Needed 

• An online shared depository for the needed and collected data (images, 
definition, description and timelines of each CAL).  

• A CAL ID document update and alignment with co-creation planning.  

CARRYING OUT THE ACTIVITY 

 During a team meeting and/or through online doodle, identify the responsible partner to handle 
the data collection and verification of the status quo of the CAL.  

 Identify the best data way for data collection and CAL BOX (shared drive online for electronic 
materials) and share link with local partners. For example, use a platform, see Trello.  

 Collect all imagery from site visits per CAL, see (tool 5.2). 

  

https://clevercitiesguidance.files.wordpress.com/2018/10/step04_presentation.pdf
https://trello.com/b/A6kvuj84/clever
https://clevercitiesguidance.files.wordpress.com/2019/01/tool-5.2-site-visit.pdf
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 Make a simulation if possible, to GIS mapping and all useful cartography. Make sure to collect 
all needed data depository on a shared platform.  

 
 

 
Figure 7: Green Roofs Simulation - CAL 1 – Comune di Milano.  

(Source: Marco Pialorsi, Decumanus Project, 20 February 2019).   
 

 Review City-based Data Collection Survey (tool 4.2) and review possible synchronization 
between city platform and specific CALs teams.  

https://clevercitiesguidance.files.wordpress.com/2018/10/tool-4-2-data-collection-survey.pdf
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STEP 06 \ Design the CAL space internally.  
• This step envisions 6 tools that could be used accordingly with respect to your city municipal 

organizations and planning authorities. 
• This step requires the definition of LMT in each City/CALs. 
• Periodic check on the platform identification and progress in each city.  
• Find all relevant templates for this step clicking on the icon below:   

 

 
• For more information on the CAL ID fill-in process, use this link:  

https://clevercitiesguidance.files.wordpress.com/2019/01/steps-5-and-6-instructions.pptx  
  
  
  

https://clevercitiesguidance.files.wordpress.com/2019/01/steps-5-and-6-instructions.pptx
https://clevercitiesguidance.files.wordpress.com/2019/01/cal-id_steps05-06.docx
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Tool 6.1: CAL ID FOCUS  

The CAL ID FOCUS is intended to help all cities to identify specific vision and objectives to 
get realised during the co-creation plan. It helps to decide on the feasibility of NBS type 
chosen, understand the skills needed to be incorporated, and the desired results to achieve.  

 

What 

Topic A collaborative activity with board mapping 

PRODUCT 

• The vision, mission, objectives and values table for CAL  
• Road-mapping of the activities and timeline 
• CAL specific objectives through SMART analysis 
• All the outcomes will be included in the CAL ID 

Why 

To list strengths, weaknesses, opportunities and threats for Clever Cities at the city 
level, taking into account the information and expertise of participants. This activity 
will be useful to tackle challenges, address risk management and resources from 
the very beginning of the process. It will also identify key contacts to involve in the 
UIP. 

Who- With 
Whom 

This is an internal activity with Clever Cities FR city partners. Experts and decision 
makers of the local cluster and LMT are welcome to join. 

How Through a focus group, i.e. about 5 to 10 people getting together to carry out the 
collaborative activity. 

PREPARATION Easy to prepare (Approximately 30 minutes) 

Duration Approximately 60 minutes 

Materials 
Needed 

• A large board or a large format white poster organized in the form of a table 
• Large post-its or coloured cards (suggested A5 format) for listing the main 

city projects and strategies 
• Pens, tape and consumables 

CARRYING OUT THE ACTIVITY 

 As a kick-off, quickly recall the CAL ID definition. Confirm or re-discuss the NBS project 
informed by Step 05 outcomes (see tool 5.1 Alignment on CAL ID) and Step 01 (see tool 1.5 
Road-Mapping). It is important to refine: the tentative project intervention outline, the timeline 
for construction, the spatial boundaries, assets and constraints, flexibility and potential 
improvements of the current design proposal, if any; define the co-design steps you want to 
carry out and the activities and their specific objectives.  

https://clevercitiesguidance.files.wordpress.com/2019/01/tool-5.1-alignment-on-cal-id.pdf
https://clevercitiesguidance.files.wordpress.com/2018/10/tool-1-5-road-mapping.pdf
https://clevercitiesguidance.files.wordpress.com/2018/10/tool-1-5-road-mapping.pdf
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 Follow-up on “CAL ID” (compilation process): 

• Timeline  
• responsibilities: leadership, facilitation, LMT contact and secretary 
• Identification of risks of implementation.  
• Specific area subject to co-creation planning 
• CAL FOCUS: how the CAL project responds to CLEVER Cities mission and vision.  
• Co-benefits and indicators: activation of LMT from UIP: how to connect UIP to CAL 

monitoring and coordinate the process of co-creation? 

 Review your vision, mission, objective and expected Impact for each specific CAL. For 
supporting this brainstorming activity, you can proceed to the Theory of change workshop 
carried out at the city level in Step 06, tool 6.1b.  

Vision  Define a clear vision for CALs within the overall CLEVER Cities vision of 
the FR city and reasons to be involved in UIP. 

Mission Expect the Mission to be carried out and evaluate the possible technical 
challenges.  

Objectives Short term or long-term objectives that support your CAL vision and 
mission. 

Impacts Evaluate the long-term impact you are planning to achieve.  

 Review all your major objectives of CAL and analyse it based on CLEVER Cities UIP goals 
together with your spatial analysis of implementation in a SMART analysis template.  

 Make sure your CAL ID document is in progress and review periodic checks to make sure it is 
Useful to get implementation processes monitored and tracked. Keep a depository of all your 
Documents in CAL BOX.  

Specific What is the desired result? (who, what, when, why) 

Measurable 
How can you quantify (numerically or descriptively) completion of 
CLEVER Cities objective? 
How can you measure progress? 

Attainable 
What skills are needed? 
What resources are necessary? 
Does the goal require the right amount of effort? 

Relevant Is the goal in alignment with the overall mission or strategy? 

Time-bound What is the deadline? 
Is the deadline realistic? 

https://clevercitiesguidance.files.wordpress.com/2019/03/20190227_cal-id_v5_monitoring-toc.docx
https://clevercitiesguidance.files.wordpress.com/2019/03/d4-guide-to-toc-workshop-slides.pptx
https://clevercitiesguidance.files.wordpress.com/2019/03/20190227_cal-id_v5_monitoring-toc.docx
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Tool 6.1b: Theory of Change Workshop 

This tool in coordination with Monitoring WP helps you identify the long-term impact you are 
planning for each CLEVER Action Lab. The main outcome is to assess NBS impact by 
identifying monitoring and impact measurement framework and set the KPIs for each CAL. 

What 

Topic A collaborative activity with presentation and board maps.  

PRODUCT 
• The ToC table for each CAL in CLEVER Cities at 

the FR city; to be included in the CAL ID 
document under progress. 

Why 
Theory of change helps local cluster in a shared understanding on the 
expected impact. Providing a simple and clear way to articulate a mission and 
report-out findings on how to measure and evaluate impact.  

Who- With Whom This is an internal activity of CALs technical team with LMT, thematic experts 
and core UIP, local stakeholders, may include interested citizens if needed.  

How Through a focus group, i.e. about 5 to 10 people getting together to carry out 
the collaborative activity. 

PREPARATION Easy to prepare (Approximately 30 minutes) 

Duration 3 hours, depending on focus group discussions.  

Materials Needed 

• The simplest way is to work with a large template sheet (A3 minimum, 
or on a flip chart), with lots of sticky notes.   

• This can be done on a table or on a wall. 
• Large post-its or coloured cards (suggested A5 format) for listing the 

main impact, outcomes, outputs and activities. 
• Pens, tape and consumables 

CARRYING OUT THE ACTIVITY 

 Prepare a presentation with the guide to ToC process to carry out the workshop, see TOC 
workshop material.   

 Review your CAL description, focus area spatially, and establish the roles and responsibilities 
in the technical group working team.  

 Start your collaborative activities and explain the theory of change presentation. What is ToC, 
why create a ToC with local cluster, and what is the aim to create ToC for each CAL. 

https://clevercitiesguidance.files.wordpress.com/2019/03/d4-guide-to-toc-workshop-slides.pptx
https://clevercitiesguidance.files.wordpress.com/2019/03/d4-guide-to-toc-workshop-slides.pptx
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Differentiate the terminologies used in Theory of Change workshops and give examples on 
what does the ToC look like and interrelationships between its components.  

 Before starting give description of each CAL and align participants on CAL ID document 
periodic updates.  

 Ask participants to individually brainstorm by listing impact, outcomes, reality check, etc. Work 
backwards on all activities of Theory of Change by making assumptions, as follows:  

 
Figure 8: guide to Theory of Change process. Source: YF/TEC WP4 guidance to cities.  

 Define Your impact as a newspaper headline: Can you devise a one-sentence 
statement describing the clear and inspirational long-term change resulting from your 
work? 

 Make a Reality check consideration on What’s the context and challenge now 
which means that the NBS is needed? 

 Try and develop 3 sets of outcome statements describing impact on direct 
beneficiaries, secondary beneficiaries, and wider beneficiaries.  

 Consider The amount and quality of your activities and resources: What specific 
number and type of resources and activities lead to your outcomes? 

 Define activities based on What you use and what you do to achieve your impact.  

 Review and test your theory of change: look if anything is missing, unnecessary, and 
identify if any common pitfalls occurred.  

 Report out to LMT and evaluate the correlation of ToC impact and outcomes to be the basis 
for developing the monitoring framework and KPIs for your CAL, see tool 6.4.   

https://clevercitiesguidance.files.wordpress.com/2019/03/20190227_cal-id_v5_monitoring-toc.docx
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GLA team, Source: YF/TEC WP4 guidance to cities. 

 

 
Figure 9: Mock-up example of ToC for CAL3 in Milan (Source: POLIMI/Eliante, FPM February 20th, 2019).  
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Tool 6.2: CAL Co-creation Matrix  

This tool helps identifying where and when each phase of Co-creation activities will be 
implemented with community and stakeholders and consequently define which are the 
carried-out activities. This Matrix recalls all the phases of the Co-creation plan, to be filled-in 
progressively in future steps.  

 

What 

Topic A collaborative activity with board mapping 

PRODUCT 

• The vision, mission, objectives and values table for 
the CAL  

• Road-mapping of the activities and timeline 
• CAL specific objectives through SMART analysis 

Why To understand the possible opportunities of co-creation with stakeholders and 
citizens and when to engage them inside each specific CAL.  

Who- With Whom 
This is an internal activity with CLEVER Cities FR city partners. CAL 
management team with experts and decision makers of the local cluster and 
LMT are welcome to join. 

How Through a focus group, i.e. about 5 to 10 people getting together to carry out 
the collaborative activity. 

PREPARATION Easy to prepare (Approximately 30 minutes) 

Duration Approximately 90 minutes 

Materials Needed 

• A large board or a large format white poster organized in the form of 
a table 

• Large post-its or coloured cards (suggested A5 format)  
• Pens, tape and consumables 

CARRYING OUT THE ACTIVITY  

1. Identify Co-creation Matrix Potential in CALs 

Once the CAL Focus is clear to all attendees (see Step 05), it is time to identify co-creation 
potentials. The partners responsible for NBS implementation should lead the activity and list all the 
degrees of flexibility of the NBS hypothesis and the potential improvements of the current design 
proposals, while at the same time considering risk assessment (resources, law, safety, and so on).  

https://clevercitiesguidance.files.wordpress.com/2019/01/step05_presentation.pdf
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 Referring to the CAL ID template, fill-in the Co-Creation opportunities column based on the 
phases of the project. As an example, see below Figure 10 for the co-design phase. 

 
Figure 10: Mock-up from CAL 3 example in city of Milan. (Source: The Authors, 2018). 

 
In the light of the project updates, answer the following questions and respond to the template:  

2. Where do you see co-creation opportunities in the CAL? At which stage of co-creation is 
relevant to involve community and stakeholders?  
 Ask yourselves how and in which phases of co-creation people can get involved in the 

process. Try to be realistic and recognize the added value of people participation: how can 
be benefit from people’s contribution to the CAL implementation? As an option, you can 
propose a role-playing exercise to simulate citizens’ perspective.  

 In which phases of the co-creation pathway we could concentrate the activities and how? 
 Once you have agreed internally on the answer, fill in the “Co-creation opportunities” 

column in the CAL ID template 
 Remember that it is not mandatory to propose co-creation in all the phases; for instance, in 

some cases, design projects are already established, and co-creation refers to the 
implementation phase only, or to the co-management phase. Be coherent and consistent 
with a truly inclusive approach to co-creation! 

3. Specifically, ask yourself for each co-creation phase, with whom are you going to work?  
 Please, note that people involved in the different phases can also change. It is hard to 

imagine that co-development (i.e. replication of solutions) can rely on citizens involved in 
the initial co-design alone; and, on the contrary, that you involve experts on business plans 
from the very beginning of co-design activities. 

 Finally, at the end of the discussion, fill-in the “with whom” column in the CAL ID template 
and make sure you list the how to do it idea. 
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4. Once, you have defined when and with whom to co-create, with the Co-creation Guidance Part 
II in hand, go through the corresponding co-creation steps (from Step 07 to Step 16) and 
make a preliminary assessment of the activities you can carry out during co-design, co-
implementation, co-monitoring and co-development.  
 Of course, this plan is supposed to change over time (the time frame is really long!), but it 

is important to start having a strategy declared on paper, both for your team and for people 
participating to the activities, in order to give to all co-creation attendees a clear pathway 
and reduce uncertainty of the expected outcomes. 

 Report the selected co-creation steps on the last column of the matrix. If you want to go 
deeper on these steps and you already have original ideas in mind, fix them on paper as 
an additional detail of your co-creation plan. 

 
Figure 11: Mock-up of Co-creation planning activity with local stakeholders in Milan. (Source: Eliante, 20 December 

2018).  

Moreover, 
 Make sure to follow-up with a technical team to understand where and when site visits 

open to citizens can take place to ensure their safety is guaranteed.  
 What is expected from the Launching of the CAL and in which spaces should this happen?  
 What are the expected co-benefits for the involved actors in co-creation? Can we think of 

role playing and expect in which aspects they add to the CAL? 
 

5. Finally, follow-up and Plan on Calendar the possible future meetings in preparation for Step 
07 of CAL Launch and Step 08 of Co-designing the NBS with stakeholders.  
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Tool 6.2b: Role Playing as Citizens  

This tool is optional. It aims at making you comfortable with the citizens that you cannot 
involve in this phase of co-creation planning and at the same time need their inputs. Citizens 
involvement is fundamental in co-design, yet their input could be imagined here.  

What 
Topic Collaborative activity in a CAL periodic workshop.  

PRODUCT • Report on plausible citizens’ perspectives 

Why To reflect upon and anticipate citizens’ perceptions, feeling, opinions 
regarding the NBS to be implemented 

Who- With Whom Internal activity to be carried out by the Facilitator inside the ToC workshop 
and/or in the CAL co-creation planning workshops.  

How Activity as a tool to inform a wider session on the development plan of the 
CAL Co-creation Matrix.  

PREPARATION Very easy to prepare. It can be improvised or preferably supported by the 
suggested materials previously collected. 

Duration Variable, depending on the general activity in which role-playing is used. 

Materials Needed 

• Socio-demographic data on local citizens, including age, gender, 
income, education (highly recommended) 

• Personas or NGO’s/ Associations representing lusters of local citizens  
• Props such as hats, scarfs, glasses, mustaches (if needed).  

CARRYING OUT THE ACTIVITY 

Role playing is a tool according to which participants replicate the routines and behaviours that the 
intended person may experience in actual scenarios. Stakeholders participating to the activity intended 
for developing a CAL design plan could interpret the role of expected users of the NBS, if these are 
absent or anyway before engaging them, in order to reflect upon and anticipate possible perceptions, 
feeling and opinions. 

1. Clarify the objective of the role playing and list upon which features the interpreted citizens 
will be called upon (e.g. the process, the intervention, …) 

2. Identify relevant (groups of) citizens as potential users of the CAL or to be engaged and list 
their main characters. You may use personas previously created or socio-demographic data. 

3. Ensure that everyone on the table agrees on the definition of the clusters and understands 
that these will be simulated, yet the interpretations should be as realistic as possible. 
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4. Identify a facilitator or someone to take the notes of what happens in the scene and who 
moderates if actors are not following the identified personas properly. 

5. Trigger the discussion on the selected features of the agenda. The activity terminates 
when all the features have been addressed and participants are satisfied with what has been 
shared. 

6. Participants - in particular the facilitators - engage the actors to replicate on the 
previously selected issues. The actor ensures that the prop is worn when interpreting the role 
and drop if off if she intends to say something on her real role. 

7. Share and discuss collectively the reflections emerged through the role playing, fed by the 
facilitator’s notes. 

 
 
References and similar ideas: 

http://www.designkit.org/methods/36 
- (2003) Kristian T. Simsarian, Take it to the Next Stage: the Roles of Role Playing in the Design 

Process, CHI '03 extended abstracts on Human Factors in Computing Systems, April 05-10, 
2003, Ft. Lauderdale, Florida, USA 

- Hanington, Bruce, and Bella Martin. Universal methods of design: 100 ways to research 
complex problems, develop innovative ideas, and design effective solutions. Rockport 
Publishers, 2012. 

  

http://www.designkit.org/methods/36
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Tool 6.3: CAL ID Space 

Once constraints and degrees of freedom are drafted on the table, design the CAL space; 
with the help of site visits: temporal framework for co-creation activities in terms of frequency 
and duration, participation boundaries, physical boundaries of the region of interest for action 
of CAL. 

What 
Topic A collaborative activity with presentation and board maps.  

PRODUCT • CAL Space is a planner for the CAL activities.  

Why 

To define the CAL Space, i.e. the boundaries of the action laboratory, in terms 
of space, timing and participants. It helps keeping an eye on the development 
of the CAL based on the availability of the working groups of technical tables 
workshops. This includes planning site visits, venue of meetings, planning the 
timeline of activities, frequency of visits, and physical boundaries to the CAL 
context.  

Who- With Whom This is an internal activity of CALs technical team with LMT, thematic experts 
and core UIP, local stakeholders, may include interested citizens if needed.  

How Through a focus group, i.e. about 5 to 10 people getting together to carry out 
the collaborative activity. 

PREPARATION Easy to prepare (Approximately 60 minutes) 

Duration No time frame is defined, better to collaborate on technical table or remotely 
on data gathering and sharing. 

Materials Needed 

• CAL ID filled-out, including the CAL Matrix (tool 6.2) 
• Local UIP availability  
• LMT review to ToC 
• facilitators 

CARRYING OUT THE ACTIVITY 

1. Bring to the table all needed stakeholders and materials collected and elaborated so far.  

2. Make sure you include a collaborative activity on reviewing the shared drive of CAL BOX if any 
materials are needed to update.  

3. Review ToC results from Step 06, tool 6.1b 

4. With CAL’s responsible persons go through the planned activities as of Co-creation matrix 
(tool 6.2) and review the calendar of the foreseen activities, in order to establish a feasible 

https://clevercitiesguidance.files.wordpress.com/2019/01/tool-6.2-co-creation-matrix.pdf
https://clevercitiesguidance.files.wordpress.com/2019/01/tool-6.2-co-creation-matrix.pdf
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pathway to keep the whole co-creation process sufficiently dense on one side, and not too 
demanding for attendees on the other side. In fact, engaging people and having them actively 
involved along the whole co-creation process, requires the constant engagement with the 
specification of a clear agenda, vision and outcomes in order to avoid creating wrong 
expectations. An integration of in place activities and online activities could be very appropriate 
in order to establish a continuous communication channel, for communicating the project 
evolution with transparency, and including all in the loop (even people that cannot attend 
physical meetings). An online forum and in place co-creation are complementary and both 
contribute to collect useful information for achieving a shared vision for the CAL project. 

 
Figure 12: Co-Urbanize online platform for Boston 2030. (Source: IMAGINE Boston 2030 link)  

 

5. Secondly, establish the CAL space of participants, hence concerning who is in and who is out 
from the lab activities; we cannot involve all in co-creation, hence a selection has to be made. 
This is never a simple operation. You can decide to include representatives for each typology 
of stakeholder; you can establish physical boundaries (buffer area) for establishing who is a 
stakeholder and who is not.  

6. Thirdly, define the physical space of the CAL, i.e. the physical boundaries: does the object of 
interest have physical boundaries? Ask yourself how far the impact of the NBS intervention can 
go and set the limits of the area of interest accordingly. Some CALs might have very local 
benefits, some might be very broad; some might be both. 

7. Once, the CAL space has been defined in terms of timing, people and physical boundaries, you 
can proceed with the detailed planning of the activities. In particular, identify the proper venue 
for hosting your activities. The place might vary over time or depending on the type of the 
activity (focus group, demonstration, engagement), but a stable venue is warmly suggested in 
order to create a recognizable community hub and reference point for CLEVER Cities. 

 
  

https://courbanize.com/projects/imagineboston/comaps/3?loc=14%2C42.36028805300199%2C-71.05948448181154
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Tool 6.4: Local Data Audit and Monitoring ToC 

With respect to data collection and data profiling in previous Tool 5.6, this tool helps the local 
monitoring team to measure the impact for each CAL intervention. It is also expected to audit 
local data and understand relativity with ToC impacts and outcomes for monitoring strategy.  

What 

Topic An on-desk and group review work based on Data 
availability.  

PRODUCT 
• Data Audit profile for each CAL.  
• Baseline of Monitoring strategy related to ToC 

review.  

Why 
To understand the availability of data based on expected impact for each CAL 
and the possible relativity between the monitoring strategy to be established 
and the progress of each CAL intervention based on set of agreed KPIs.  

Who- With Whom 
This is an internal activity within LMT of each city UIP and CAL management 
team with thematic experts. Decision makers of the local cluster are welcome 
to join. 

How Through a focus group, i.e. about 5 to 10 people to review the shared data 
files. 

PREPARATION Easy to prepare (Approximately 30 minutes) 

Duration No time frame is defined, better to collaborate remotely on data gathering and 
sharing.  

Materials Needed 

• Depends Some groups like to work on tables, others to pin their 
chart to the wall – be flexible if you can! 

• ToC workshops reports if any to develop the monitoring and impact 
measurement framework.  

CARRYING OUT THE ACTIVITY  

1. Review City-based Data Collection Survey tool 4.2 and CAL-based data profiling tool 5.5 and 
make sure you check periodically the updated data collected and missing data needed.  
 

2. In case you followed the Theory of Change workshops for CALs, check the outputs and 
outcomes identified. Prepare a baseline for data needed to develop a monitoring framework 
and KPIs relative to impact measurement.  
 

3. Decide which data to collect based on the following chart: 

https://clevercitiesguidance.files.wordpress.com/2018/10/tool-4-2-data-collection-survey.pdf
https://clevercitiesguidance.files.wordpress.com/2019/03/tool-5.5-data-profiling.pdf
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Figure 13: Mock-up from YF/TEC guide to monitoring ToC. 

4. Review Theory of change in relation to expected interest to measure outcomes in CALs.  
 

5. Summarise existing data in CALs (provide excel file with collected data based on sensors, 
questionnaires, GIS mapping, on-desk studies, etc.)  
 

6. Identify GAPs in data required and existing data in preparation to workshops to carry out to 
your local data audit.  

 
7. Report out to your LMT and monitoring strategy on measured outcomes/impact, particularly, 

important on specific data source to harmonise across impact indicators.  
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