
 

 

 

 

 

 

 

 

Introduction 
The Health-Check Toolkit is aimed at: 

 Creating opportunities for SMEs to signifi-

cantly improve their innovation perfor-

mance according to the European Innova-

tion Management Standards that concern 

the creativity and collaboration manage-

ment. 

 Providing a fast track diagnostic of SMEs 

that help them to assess the critical ele-

ments/characteristics affecting their crea-

tivity and collaboration management excel-

lence level; 

 Involving owners or/and managers of SME 

in an easy-to-do assessment of their deci-

sion-making in the developing creativity 

and collaboration environment in their 

companies.  

It may be used by the companies themselves, al-

ternatively it can be assisted by a consultant or 

mentor/facilitator if there is a need.  

The evaluation allows for in-depth reflection on 

the functioning of the company in the creativity 

& collaboration aspect of its activity by 

analyzing its strong points as well as areas 

where it needs improvement.  

There are four main areas/sections the organi-

sational development of a company can be eval-

uated in respect of its collaboration & creativity 

context:  

1. Leadership; 

2. Networks & partnerships; 

3. Structure; 

4. Culture  

Each section is divided into particular fields/ 

subsections called aspects (3 per section and 12 

in total) e.g. 1.1. Vision & setting objectives; 1.2. 

Motivation and delegating tasks; 1.3. Feedback.  

Each aspect is described and rated on a four-

level scale (Development, Growth, Maturity, 

and Sustainability), based on four statements. 

Each statement attempts to reflect the most 

likely situation that is expected in this stage of 

the company's development in terms of collab-

oration & creativity.  

In order that the evaluation process brings the 

This self-assessment toolkit is cre-

ated to assess the Creativity & Col-

laboration context of the organiza-

tional development of SMEs, within 

the overall standards of innovation 

management. 

Health-Check Toolkit 

User Guide 

 

1 



current results, each aspect must be evaluated 

and the result respectively must be put in the 

evaluation box. 

The Health-Check provokes the owners or/and 

managers to drive change by highlighting the 

priority areas that need intervention. It will 

also help them improve certain aspects of the 

business to enhance innovation and growth. It 

is a complementary part of the Innovation 

Management System Guidebook for SMEs 

and shall be used with the Creativity and Col-

laboration Guidebooks where the key terms, 

definitions, and concepts are explained and 

based on the standard CEN/TS 16555: parts 5 

and 6 which constitute the foundations of all re-

sults of the INCREMENTA project.

 

 

In order for the process to be effective, staff 

members, stakeholders and people connected 

with the company, should be included in it. Eve-

ryone should individually assess the stage of 

development of the company, then the whole 

group debates it and agrees on the final decision 

by consensus. The evaluation of particular as-

pects of the companies’ operation is not as easy, 

as team members and members of the Board of-

ten view the analyzed problem differently. This 

apparent weakness of the Framework, however, can turn out to be a strong point of the tool as it 

will allow obtaining a true picture of the collaboration & creativity context of the company. In 

order to see the dynamics of the company, its team should be committed to repeating this assess-

ment exercise regularly, e.g. once a year. 

 

 

You have to examine carefully the whole 

framework (see A1, A2, A3, A4) and then start 

reading section by section (aspect by aspect). 

You have to first get an idea in what stage of 

development (in what field of the four-level 

scale) the aspect of the company organisational 

profile is. After that, you should read carefully 

the respective statements and choose one of the 

four possible degrees (main areas) to which the 

section is divided that in your opinion most 

likely corresponds to the level of progress. 

Then you should write down the selected num-

ber in the respective cell (in yellow). These ac-

tions have to be done consecutively for all 12 

aspects of organisational development, by 

which the collaboration & creativity context of 

the development of the company is to be eval-

uated. An example of selecting and recording 

the scores is shown for one of the four main ar-

eas/sections (1. Leadership) in annex A1). 

HOW TO USE THE TOOLKIT? 

THE PROCESS OF ASSESSMENT? 

The Toolkit consists of the following 

three parts: 

1. Health-Check Evaluation Frame-

work (4 Excel sheets) 

2. Calculation Sheet (1 Excel sheet) 

3. Evaluation Profile (Diagnostic di-

agrams) - 2 Excel sheets 

 

First step: Use the Health-

Check Evaluation Framework  
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After you finish reading the statements, 

choosing the proper degrees and filling the re-

spective score for all 12 aspects of the organi-

sational development, you should go to the 

next stage - read the results in the Calculation 

sheet (annex А5). Every single area from: 

1. Leadership, 2. Networks & partnerships, 3. 

Structure, and 4. Culture is respectively evalu-

ated as an average of the values of the three 

aspects that they include. Following the exam-

ple on A1, where for the aspect “1.1. Vision & 

setting objectives" the score is 0.5; for the as-

pects “1.2. Motivation and delegating tasks” 

and ”1.3. Feedback” the scores are respec-

tively 1.0 and 1.25, you can see in A5 that the 

result for the main area “1. Leadership” will 

be an average of the scores of these three as-

pects (or 0.92). 

This stage of the process is profiling the com-

pany by depicting the results using graphical 

visualization (evaluation profile). The exam-

ple is given on annexes A6 and A7. 

The tool provides you with two types of dia-

grams - a bar graph and a radar diagram.  

You can use both depending on the purpose 

of the analysis. 

Since the tool can be used for self-assessment 

by one person from the company or by a 

team, it is up to the management what kind of 

assessment process to use - individual or 

teamwork. The company may also engage a 

consultant or facilitator.  

Based on the analysis in this stage you can 

continue with the selection of priorities areas, 

highlighted in the previous stage; and devel-

opment of action plan, if needed (Improve-

ment plan). 

 

Let’s go through these three steps: 

  

Second step: Read the re-

sults in the calculation sheet 

 

Third step: Assess the pro-

file and prepare action plan 

for improvement  
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First: Evaluate the level of progress of the four organisational 

aspects of your company using the Health-Check Evaluation 

Framework.  

Health check evaluation framework consists of eight sheets in total. You are asked to do the 

evaluation in the following four Excel sheets for the four main organisational areas/sections: 1. 

Leadership; 2. Networking & partnership; 3. Structure; 4. Culture. See annexes A1, A2, A3, A4! 

 

Second: Look at the results of your rating of the 12 organisa-

tional aspects for your company in the Calculation sheet! 
 

You are asked to open the Excel sheet Calcula-

tion sheet where you will see the summary of 

the evaluated organisational aspects and their 

average results for the four main areas: 1. 

Leadership; 2. Networking & partnership; 3. 

Structure; 4. Culture (A1 to A4). This is a fast-

track profile of the company that summarizes 

the results of an evaluation in terms of collab-

oration & creativity.  

There is an example of an automatically gener-

ated Calculation sheet (A5), based on the pre-

viously recorded in the Excel Sheets A1 to A4 

scores for the 12 organisational aspects. 

Note: In general (in this version of the Toolkit), 

the percentage for all the four main areas is 

equal to 25% and only in some specific cases 

could be used different ones.  

In the Calculation sheet, instead of computing 

the average of the main areas, it is possible to 

calculate a weighted value on the basis of the 

figures set in the Health check evaluation 

framework (A1 to A4). This is an option for the 

future version of the Toolkit. 

 
 

Third: Look at the Diagnostic diagrams, that represent the eval-

uation profile of your company!  
 

You are asked to open the two Excel sheets (an-

nexes A6 and A7), where you will see the vis-

ual profile of the company in terms of collabo-

ration & creativity. These annexes represent 

the profile of the exemplary company, that is 

based on previously provided data in the 

Health check evaluation framework (A1 to A4). 

Notes: In the case of bar chart, it is important 

to know that different weights foreseen for the 

future version could be used.  

For the radar diagram, this possibility could be 

used only in case of different weights for every 

component (12 in total). 
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ANNEXES 
 

A1. Leadership 

A2. Network in & partnership 

A3. Structure 

A4. Culture 

A5. Calculation sheet 

A6. Evaluation profile – bar chart 

A7. Evaluation profile – radar diagram 



 

 

 

A1. Leadership 

In this main area “1. Leadership”, the three organizational aspects are as follows: “1.1 Vision & settings objectives”, “1.2 

Motivation & tasks delegation” and “1.3 Feedback”. You evaluated them as follows: for the aspect 1.1 the score is only 0.5 

points, as you are on level of early development; the aspect 1.2 is to some extent more advanced (receives 1.00 points) and the 

aspect 1.3 is better developed since it is put in the growth stage with 1.25 points.  

The selected score is recorded in the respective yellow boxes. The calculated average result for “1. Leadership” will be 0.92 (see 

A5). 
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A2. Networking & part-

nership 

In this main area “2. Networking & partnership”, the three organizational aspects are as follows: “2.1 

Internal collaboration”, “2.2 Motivation & tasks delegation” and “2.3 Communication and co-

ordination; trust”. You evaluated them as follows: for the aspect 2.1 the score is only 0.75 points, as you 

are on relatively advanced level of development; the aspect 2.2 is also in the same stage (receives 0.75 

points) and the aspect 2.3 is to some extent even better developed with 1.25 points. The calculated average 

result for “2. Networking & partnership” will be 0.92 (see A5). 
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A3. Structure 

In this main area “3. Structure”, the three organizational aspects are as follows: “3.1 System and processes”, “3.2 Roles” 

and “3.3 Functions”. You evaluated them as follows: for the aspect 3.1 the score is only 0.25 points, as you are on very early 

level of development; the aspect 3.2 is also in the same stage but better developed (receives 1.0 points) and the aspect 3.3 is in 

the similar stage with 0.75 points. The calculated average result for “3. Structure” will be 0.67 (see A5). 
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A4. Culture 

In this main area “4. Culture”, the three organizational aspects are as follows: “4.1 Information & knowledge”, “4.2 Rules & 

values” and “4.3 Attitudes”. You evaluated them as follows: for the aspect 4.1 the score is 0.25 points, as on very early level of de-

velopment; the aspect 4.2 is also in the same stage but better developed (receives 0.75 points) and the aspect 4.3 is in the similar stage 

but with 0.50 points. The calculated average result for “4. Culture” will be 0.50 (see A5). 
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A5. Calculation sheet 
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A6. Evaluation profile – bar chart 
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A7. Evaluation profile – radar diagram 

 

12 


