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1) Introduction and Welcome business programme

Welcome to The Productivity Programme as a Volunteer

Be the Business is a charity that inspires leadership teams to create
and deliver sustainable business change and greater productivity.

By taking part on our programme as an advisory board member,
you are becoming part of a community of volunteers that has
delivered an impact on the productivity of small businesses in
the UK worth almost half a billion pounds.

On behalf of all the staff and trustees of Be the Business, we want
to thank you for taking part.
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Welcome

Welcome to the Productivity
Programme - you have been
accepted as a Volunteer.
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Introduction and Welcome

Advisory Board Matching

Based on your scheduling
availability and registration
information you will

be matched with other
Volunteers and an SME.

Your First Meeting

The programme begins.
We’'ll set you up on a Teams
group where all meetings

and documents will be held.

The Mentor selected for this
group will Chair this first
meeting.

Check-in

Your Boards Administrator
is on hand for all queries
relating to the board. We
will check-in with you after
the first meeting of your
boards with a short survey.

Closing the Board

Once the fourth meeting has
taken place, your first advisory
board will | be complete. We will
ask for your feedback in a closure
survey, and allocate your board
a new business to work with for
the remaining six months.
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Onboarding Tasks

You'll need to attend an
Onboarding Session before
we can match you, and we’ll
take information about your
schedule so we can try and
match you to others at a
convenient time.

4 Participant Handbook: Volunteers

Meet your Advisory Board

You'll receive details about
when your scheduled Advisory
Board Meetings will occur,

as well as the Linkedln URLs
of the business you’ll be
supporting and the other
Volunteers on your board.

Monthly Meetings

Over the 6-month programme,
youU’ll have one 90-minute
Advisory Board meeting in
months 1, 2, 4 and 6. In months
3 and 5, the SME will have
one-to-one mentoring
sessions instead.

Access Support

Access ongoing support,
guidance, training, FAQs
and case studies in Teams
as needed.
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Advisory Boards

What is a Productivity Programme Advisory Board?

The advisory board is a group of individuals who collaborate
to offer insight, ideas and supportive challenge to the leader - We have a better strategy now and a better idea of how to get there
of a small business taking part in a Be the Business programme,
enabling them to be more confident in their decision making.

Read stories from previous advisory boards participants:

« I'm indebted to the Advisory board for their help

, _ , - They Really took our Challenges Seriously
The board’s members all give thetr time voluntarily, and are ' ' - '

supported by a dedicated Boards Administrator who co-ordinates
the process and arranges the meetings.

An advisory board is a sounding board for the business leader. Where do the meetings happen?
They can not make decisions, and they do not have any liability All of our meetings take place on Microsoft Teams. As part of the set
or fiduciary responsibilities. up process, your Boards Administrator will create a secure Teams group

that includes yourself and all the other board members, your Boards
Administrator and the Business Leader you are supporting. This allows

What sort of small businesses take part in The Productivity us to send messages and share documents securely

Programme, and why?

We welcome businesses from all sectors, sizes and stages with a If you are not familiar with Microsoft Teams, please read our guidance
minimum of 3 employees. The decision maker must be the main notes on page 12 to get started. We will ensure that information is also
participant, but other leadership team members can be invited sent out by email until all participants have confirmed they are able to
to attend the sessions with the advisory board. access the Teams group.

5 | Participant Handbook: Volunteers l’


https://www.bethebusiness.com/our-impact/we-have-a-better-strategy-now-and-better-ideas-about-how-to-get-there/
https://www.bethebusiness.com/our-impact/im-indebted-to-the-board-for-their-help/
https://www.bethebusiness.com/our-impact/they-really-took-our-challenges-seriously/

About The Productivity Programme

When do Board Meetings happen? A standard agenda will look like this:
Our experience has taught us that scheduling time with five busy
people can be very difficult. When you applied, you provided us with Item | Topic Time (mins)
information about the most suitable times for you. We will use this
information to put together a schedule of dates for your Board Meetings, 1 Introduction and welcome from Chair 5
which you will receive at the start of the programme. We expect that
these will be in a reqular timeslot, at 4 or 8 week intervals. 2 | Review of actions from previous meeting 5
3 Business update from previous meeting’s 10
. . action plan
What happens in the meetings?
Each meeting is chaired by a different board member, but follows a set 4 | Q&A session 20
agenda. This will include an overview or update on the current situation
in the business, and the challenges the business leader would like the 5 Presentation by business of key issue 5
board member’s support with.
6 | Open question debate 30
The board members ask questions, and encourage the business leader to
think about different ways of addressing the challenges. You can share 7 | Review of actions identified and next steps 10
your own expe.rlences, and make suggestions of things for the business Chair's observations, board feedback.
leader to consider. 8 : . . 5
confirmation of next meeting date and close
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About The Productivity Programme

What does the Boards Administrator do?

Your board will be allocated a named Boards Administrator, who will stay
with you for the full duration of your programme. The Boards Admin team
have one main role, and that is to make things easy for you. They will take
responsibility for creating a Teams channel for your board to collaborate
on, setting up video calls, circulating agendas and capturing actions.
They’ll be in all of your meetings to help things run smoothly, and if there
are any problems, such as a scheduling issue, they will resolve 1it.

Are meetings recorded, and can | access the recording?

Advisory board meetings are recorded, primarily to enable the Boards
Administrator to clarify information as they complete the notes. They
are not shared as a matter of course, and will be deleted after the board
completes. Should you wish to see a recording, please contact your Boards
Administrator as soon as possible. In addition to the recording, we use an
Al transcription tool called Cogram to help complete minutes and actions.

What do | need to prepare?

Ahead of your first meeting, your Boards Administrator will send you a
short report template which the business leader has completed to
outline their ambitions for the business, and what they hope to get out
of taking part in the programme. You agreed to Terms and Conditions
when joining the programme, committing to ensure that any
information shared remains confidential.
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Should you wish to, you can also review the business’s website and other
publicly available information to give you some more background.

Are there set expectations of the Advisory Board?

Our programme relies on participants and volunteers working together,
so it 1s important to make sure that everyone is on the same page.
Jointly setting expectations early and firmly will help ensure that
everyone begins with a strong foundation.

Here are the three core values that every participant and advisory
board should embrace:

1) Confidentiality: Trust is key. All board members must adhere to the
confidentiality clauses in the Terms & Conditions of the programme.
Each member should be able to freely discuss the issues that matter
to them without fear of repercussions.

2) Communication: Make a commitment to share openly and honestly.

3) Commitment: Be present. Time is a valuable asset and each person
1s giving their time to take part in the board. Make sure to show up
to the meetings prepared and ready to contribute.

In addition to our programme T&Cs, the advisory board may choose
to set its own ground rules. Please do remember that the input and
questions asked by the advisory board are to stimulate ideas, challenge
thinking and encourage planning.
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What is involved in chairing a meeting?

The role of the chair is critical to the success of any meeting.

For our advisory boards, we rotate the role of chair. This shares the
responsibility across the board and gives all board members an
opportunity to utilise these skills.

The agenda template includes specific chair’s notes to ensure chairs
cover all necessary elements of the agenda, including nominating
a chair for the subsequent meeting.

The chatr s also supported by the Boards Administrator, who will
manage the video call, and capture notes and actions to be shared with
all participants after the meeting. Guidance on how to chair effectively is
available in our best practice guides, available in your Teams channel.

When will | find out more about the Board | am joining?

Once you have completed onboarding, our Customer Success Team
will go to work putting suitable boards together, and assigning
them businesses to work with.

All of our board members are experienced leaders or senior managers
from successful UK organisations. They take part in the programme
because they enjoy using their skills and knowledge to help others.
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Our aim is to ensure that each board has a diversity of experience,
specialisms and demographics, so we hand pick every board.

Once we've put together a board, we’ll email you with details, including
LinkedIn page links for yourself, the business leader you’ll be supporting
and each of the other board members. This is an opportunity to find out
more about each other’s background, and for them to find out

more about you.

Can | pick which businesses | work with on an Advisory Board?

No. We do not require our board members to have specific knowledge

of a particular sector or specialism to provide support to a business
leader. The types of challenges brought to the board tend to be universal
leadership challenges, such as strategy, resources, or growth,

Most of our board members are actively seeking the challenge of
learning about a very different business, and applying their transferable
skills to help solve problems in a new context.

We don’t offer sector specific boards - and as our boards work together
as a team, we try not to swap out board members unless absolutely
necessary.



About The Productivity Programme

What happens if there is a conflict of interest?

When you receive details of your board and the business you are working
with, you may identify a potential conflict of interest. If this is the case,
you should contact our team via programmes(@bethebusiness.com,

and we will replace you on this board and reassign you to another.

What if | can’t attend a Board Meeting?

All of the meetings are scheduled well ahead of time, but we understand
that sometimes unavoidable things happen. Please contact your Boards
Administrator as soon as possible to let them know. Usually a board
meeting will run as planned, and you will receive the notes after the fact.
However there may be occasions when it 1s necessary to reschedule the
meetings if there are multiple apologies.

If you fail to attend meetings on more than one occasion, we may look
to replace you on the board to maintain the level of support the
business leader receives.

Leaving The Productivity Programme

We do hope that this won’t be the case, but should you decide that
The Productivity Programme is not right for you, or that other
commitments have effected your ability to provide support, please
contact us directly either via your Board Administrator or by email at
programmes(@bethebusiness.com.
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About The Productivity Programme

Mentoring Sessions

In order to maintain momentum across the six months of the programme,
we ask one of the board members to meet with the business leader
for short 1:1 mentoring sessions in the periods between meetings.

How do you select who will be a mentor?

During the application process, we ask all new volunteers if they
would be willing to offer additional 1:1 support. That means that
when it comes to building a board, we can select someone from the
board who 1s keen to mentor, and who we think would be a good fit.
All board members have the skills and experience to be mentors, and
are able to access training and guidance around mentoring skills.

When do the mentoring sessions take place?

When we set up the schedule for The Productivity Programme, we assume
that mentoring meetings will take place in the regular time slot, in the
gaps between the second, third and final board meetings. Mentor and
mentee are welcome to arrange a different time slot if this doesn’t suit.

Will the Boards Administrator attend the mentoring sessions?
No, these are one to one sessions.
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What if the business leader wants a different board member as mentor?
Although one of the board members is allocated as the mentor,

this shouldn’t stop business leaders from reaching out to other

board members to get their input into a specific issue. Generally

our board members are all very pleased to be able to help.

Can we hold the 1:1 meeting face to face?
The Productivity Programme is an online experience, as participants
are based all over the UK.

What do | need to prepare ahead of my mentoring session?

In order to get the most out of mentoring session, we ask business leaders
to think about what they want to get out of the session and to let their
mentor know, so they can be prepared.

Business leaders may wish to use the opportunity to
reflect on how the board meetings are going, or to get
some support in tackling a completely separate issue.

How long will each mentoring session be?
We'd recommend an hour, but this is for mentor and mentee to decide.
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What happens at the end of the Programme?

After your first business completes their four meetings, you will receive
a closure survey and we will look to make an introduction to your second
business to support over the following six months.

At the end of your 12 month term, we very much hope that you will have
enjoyed your experience and will be willing to join up with another board.
Your Board Administrator will give you details of how to go about this.

Surveys

Your feedback is invaluable to us, so we kindly ask that you complete
short check-in surveys during the programme. These are sent to you by
email and only take a couple of minutes.

All the feedback we receive helps Be the Business to improve the
programme and to evidence its impact to our partner organisations.

We’re here to help

If you have any queries or concerns do not hesitate to contact the
Be the Business team directly via your Boards Administrator or you
can also reach us at programmes(@bethebusiness.com.
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Other Key Information

Guidance for using Microsoft Teams

All of our Advisory Board sessions and Mentoring sessions will take
place on Teams. This means that to participate in The Productivity
Programme, you will need to either use the Teams browser app or
download the Teams desktop app to attend sessions.

You will be added to your Microsoft Teams channel as a Guest user,
with the email address you gave us in your initial application.

You will receive an invitation via email that you must open to access
the channel. For more information on how to access the Teams
channel as a guest, please watch this video.

Once you have accepted your invitation with us, you can participate
in your Advisory Board’s teams and channels, receive and respond to
channel messages, access files in the channels, participate in chats,
join meetings, collaborate on documents and more.
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https://www.youtube.com/watch?v=4b5tCmStFhw
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If you have any queries or concerns contact the Be the Business
team directly via your Boards Administrator or you can also
reach us at
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