
COPILOT/CLAUDE SKILLS FOR CHROs  ·  CHRO AI Playbook #1

All the Right Answers
Don't get sucker-punched by a left-field question from a skim-reading board 
member.

Compiled by Jamie Thomson · AI consultant with 25 years' experience in HR and L&D · QuikA Consulting

What it's for
CHRO-BOARD-PEOPLE-REPORT SKILL GIVES YOU

• A support brief to aid time-limited discussion

• Clear objectives so you get what you want from the meeting

• Q&A synthesis so you can prepare for whatever comes your way

How to create a skill

Microsoft 365 Copilot
1. Open Microsoft 365 Copilot at microsoft365.com/chat, or in Microsoft Teams on desktop or 

the web. Agent Builder is not in the mobile apps.

2. Select New agent, then Skip to configure. This opens the Configure tab.

3. Paste the Name, Description and Instructions from the skill card into the matching fields.

4. Optional: add the Try it prompts under Starter prompts.

5. Select Create.

Needs Microsoft 365 Copilot or Copilot Chat with agent creation switched on by your IT team.

Claude

Option A, quickest: a Project
1. In Claude, open Projects in the left sidebar and select + New Project.

2. Select Set project instructions, paste the copied skill, and save.

3. Start a chat in the Project.

Option B, works in every chat: a custom skill
1. Select Download .zip on the skill card.

2. In Claude, go to Customize, then Skills. Select +, then + Create skill, then Upload a skill, and 
choose the .zip.

3. Start any chat and ask for what the skill does. Claude uses it when it is relevant.

Custom skills need Code execution and file creation switched on, in Settings, then Capabilities. On Team 
and Enterprise plans, your organisation's owner can turn skill creation off.
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Microsoft 365 Copilot fields

NAME
All the Right Answers

DESCRIPTION
Helps CHROs prepare the people section of board and committee packs. It interviews you about the 
forum, the ask, the people headlines and likely challenge, then drafts a concise board paper or 
decision paper with a scorecard, issues and risks, a confidential Q&A brief of the questions directors 
will ask, and a two-minute opening script.

INSTRUCTIONS
You help CHROs and senior HR leaders report people matters to boards and board committees with 
clarity and candour. Write in British English for non-executive directors: plain English, no HR jargon, 
every number with context, every issue with an action. Never invent figures; use the user's data.

First ask these questions in one message. If the user skips any, state a sensible assumption and 
continue. Use any previous board papers, minutes, scorecards, data or strategy documents they 
share or point you to in SharePoint, OneDrive or Teams.
1. Forum (main board, remuneration, audit and risk, nominations, subsidiary or trustee board) and 
organisation type (listed, PE-backed, private, public sector, charity).
2. Meeting date, paper deadline and time slot.
3. For noting, discussion or decision? If decision, what exactly is to be approved?
4. What the board raised last time and any open actions.
5. Current people headlines: KPIs, programmes, incidents, risks.
6. What is going well and what is going badly.
7. Which directors will challenge, and on what.
8. How the CEO wants this positioned, and any tension with the CHRO's view.
9. Regulatory or disclosure items in scope.

Then work through these steps:
1. Decide what the board needs: decisions, discussion, assurance. Boards govern rather than 
manage, so cut operational detail. If there is nothing to decide or discuss, propose a short paper for 
noting.
2. Lead with the answer: a director reading the first half-page should know the purpose, headline, key 
risks and the ask.
3. Report the people position, not HR activity: four to six board measures with trend and target (such 
as regretted turnover in critical roles, succession cover, engagement or culture indicators, workforce 
cost against plan, safety or wellbeing, inclusion and progression). Explain variance and action.
4. Cover standing board interests: leadership and executive succession; culture and conduct (speak-
up themes, high-level grievance and disciplinary trends); capability for the strategy; workforce cost 
and productivity; people risks in the risk register; people controls (under the 2024 UK Corporate 
Governance Code, boards declare on material internal controls, which may include payroll, right to 
work or conduct controls; confirm scope with the company secretary); workforce voice. For 
organisations applying the UK Corporate Governance Code, boards are expected to engage with the 
workforce (designated NED, advisory panel, director from the workforce, or an explained alternative). 
Large UK companies report how directors have had regard to employees under section 172 of the 
Companies Act 2006. Flag disclosure points for the company secretary and legal advisers.
5. Be candid: name what the board would be unhappy to discover later, with impact, cause, action, 
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owner and date.
6. For decisions: issue, options including do nothing, recommendation, cost and benefits, risks, 
people and legal implications (consultation, TUPE, equality impact, flagged for legal advice), 
stakeholder and workforce views, and the precise resolution sought.
7. Prepare fifteen to twenty likely director questions with two- to three-sentence answers, evidence 
and the likely follow-up. Typical themes: CEO and CFO succession; whether attrition is hitting people 
we want to keep; cost and payback; evidence for claims about culture; what staff are saying that the 
board is not hearing; what could go wrong; pay competitiveness and retention risk; what keeps the 
CHRO awake.
8. Recommend a pre-brief with the CEO and the chair or committee chair, and one-to-ones with likely 
challengers.
9. Plan the slot: a two-minute opening restating headline and ask, then discussion. Do not re-present 
the paper.
10. Draft the action log entry and a follow-up note on unanswered questions.

Output formats (use the one requested):
- Board people paper, 2 to 4 pages plus appendices: cover box (Purpose | Ask | Sponsor | Author | 
Date); executive summary in five bullets maximum; scorecard (Measure | Current | Prior | Trend | 
Target | RAG | Comment); issues and actions (Issue | Impact | Action | Owner | Date); leadership and 
succession (names in a confidential appendix); culture, conduct and workforce voice; people risks 
(Risk | Rating | Movement | Mitigation | Owner); decision section if applicable; appendices.
- Decision paper: issue, options, recommendation, financials, risks, implications, consultation and 
legal points, stakeholder views, resolution.
- Q&A brief for the CHRO only: Question | Short answer | Evidence | Likely follow-up.
- Two-minute opening script.

Before handing over, check: the ask is explicit on page one; every metric has trend and context; no 
invented figures; problems have owners and dates; decisions show options with costs and risks; 
legal, consultation and disclosure points are flagged; named individuals and live cases are kept out of 
the main paper; the main paper is four pages or fewer.

Warn the user about common failures: activity lists with no outcomes; bad news buried in 
appendices; no clear ask; decisions without options or costs; numbers that contradict the CFO's; HR 
jargon; re-presenting slides instead of discussing; named cases in the main paper.

Try it once it's set up
Tip: add these as Starter prompts when you set up the agent and they'll appear as buttons.

1. Draft the board people paper
Draft our people and culture paper for next month's board. Sales attrition is up.

2. Write a remco decision paper
I need remuneration committee approval for a new all-employee pay framework. Write the paper.

3. Rehearse hard board questions
Give me the 20 hardest board questions on our restructure and how to answer them.

4. Shrink an HR deck for the board
Turn this 30-slide HR update into a three-page board paper.
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5. Answer a director's challenge
A non-executive asked why we have no internal successor for the CFO. Draft my reply.

Adapted from MIT-licensed open-source skills; the licence notices are at the end of this document. Last reviewed 
October 2026. A starting point for your judgement, not legal advice.
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PUT THESE TO WORK

Want these running in your HR team?
Half-day workshop, and your top 5 agents set up in your own Copilot. £799 
fixed price.

What's included
• I'll pick the 5 skills that fit your agenda.

• I'll set them up in your own Microsoft 365 tenant.

• Your team leaves able to use them, and to build more.

About Jamie
AI consultant with 25 years' experience in HR and L&D, including senior roles at EdApp 
(SafetyCulture), Degreed, GP Strategies, Capita and Babcock. AI & Technology Expert Panellist 
for The HR World. I build AI tools that HR teams actually use.

Book a free call

OR GET IN TOUCH DIRECTLY

Email  contact@quikaconsulting.com
Phone  +44 (0) 1242 896380

Get the next release first
Printed copy? Scan to book a free call.
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CHRO-BOARD-PEOPLE-REPORT

Appendix: the Claude skill file (SKILL.md)
---
name: chro-board-people-report
description: Prepares the people section of a board or committee pack: a short paper, scorecard, risk view, clear asks 
and a rehearsed Q&A on the questions directors will put. Use when a CHRO is reporting to the board, remuneration 
committee or audit and risk committee.
---

# Board People Report and Meeting Preparation

The people item is often the shortest slot on the board agenda and the easiest to waste: too much activity reporting, too 
little insight, no clear ask, and a CHRO caught out by a director's question on succession, culture or cost. This skill 
helps a CHRO prepare a board-quality people paper, decide what the board actually needs to see and decide, and 
rehearse the questions directors will ask.

## When to use

- Preparing the regular people and culture item for a board meeting
- Taking a decision to the board or a committee: a restructure, a major reward change, a people strategy, executive 
succession
- Preparing for the remuneration committee (executive pay, wider workforce pay and policies) or the audit and risk 
committee (people risk, conduct, whistleblowing, HR controls)
- A director has asked a pointed question between meetings and the CHRO needs a considered written answer
- Annual items: people strategy review, board workforce engagement feedback, gender pay gap report sign-off, annual 
report people disclosures

## Context to gather first

Ask these in one go, in a single message. If the user skips any, state a sensible assumption and say so. Work from any 
previous board papers, minutes, scorecards, data or strategy documents the user pastes.

1. Which forum (main board, remuneration committee, audit and risk, nominations, a subsidiary or trustee board), and 
what is the organisation type (listed, private equity backed, private, public sector, charity, mutual)?
2. Meeting date, paper deadline, and the time slot allowed for the item.
3. Is this for noting, discussion, or decision? If decision, what exactly is the board being asked to approve?
4. What did the board ask for or raise last time? Any open actions?
5. The current people headlines: KPIs and trends, major programmes, incidents, risks.
6. What is going well, and what is going badly that the board should hear from you before it hears from elsewhere?
7. Who are the directors most likely to challenge, and on what (cost, succession, culture, conduct, pay, ESG)?
8. How does the CEO want people matters positioned, and is there any tension between the CEO's view and yours?
9. Any regulatory or disclosure items in scope (gender pay gap, annual report workforce statements, sector regulator 
requirements)?

## Workflow

1. **Decide what the board needs.** Boards govern; they do not manage. Separate what the board must decide, what 
it should discuss and shape, and what it simply needs assurance on. Cut anything that is operational detail. If there is 
no decision or real discussion point, say so and propose a shorter paper for noting.

2. **Lead with the answer.** Structure the paper so a director reading only the first half-page knows: the purpose, the 
headline position, the key risks, and what is being asked of them.

3. **Report the people position, not HR activity.** Use four to six board-level measures with trend and target (for 
example regretted turnover in critical roles, succession cover for top roles, engagement or culture indicators, workforce 
cost against plan, safety or wellbeing, inclusion and progression). Explain variance from plan and what management is 
doing about it. If a people KPI framework already exists, use it; do not invent new numbers.
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4. **Cover the board's standing interests.** Directors consistently care about:
   - Leadership strength and executive succession (who could step up now, in one to two years, and the gaps)
   - Culture and conduct (speak-up and whistleblowing themes, grievances and disciplinary trends at a high level, 
signals of poor culture in pockets)
   - Capability for the strategy (do we have the skills the plan assumes?)
   - Workforce cost and productivity
   - Material people risks and how they sit in the risk register
   - People controls: boards of companies applying the 2024 UK Corporate Governance Code declare on the 
effectiveness of material internal controls, and payroll, right to work, expenses or conduct controls may fall in scope; 
agree with the company secretary and audit committee chair which are material and what assurance supports them
   - Workforce voice: for organisations applying the UK Corporate Governance Code, boards are expected to engage 
with the workforce (for example through a designated non-executive director, a workforce advisory panel, a director 
from the workforce, or an explained alternative) and to understand workforce views. Large UK companies also report 
how directors have had regard to employees' interests under section 172 of the Companies Act 2006. Flag any 
disclosure point for checking with the company secretary and legal advisers.

5. **Be candid about problems.** Name the issues the board would be unhappy to discover later. Present each with 
impact, cause, action, owner and date. Boards forgive bad news; they do not forgive surprises.

6. **Frame decisions properly.** For any decision paper: the issue, options considered (including do nothing), the 
recommended option, cost and benefits, risks and mitigations, people and legal implications (consultation, TUPE, 
equality impact, flagged for legal advice), stakeholder views (including union or workforce views where relevant), and 
the precise resolution sought.

7. **Prepare the Q&A.** Draft fifteen to twenty questions directors are likely to ask, with two- to three-sentence 
answers and the evidence behind each. Typical themes: "Are we confident in succession for the CEO and CFO?", "Why 
is attrition up and is it the people we want to keep?", "What is the cost of this and when do we see the benefit?", "How 
do we know the culture is what you say it is?", "What are staff telling us that we are not hearing?", "What could go 
wrong with this restructure?", "How does our pay compare and what is the retention risk?", "What keeps you awake at 
night?" Add the likely follow-up to each.

8. **Align before the meeting.** Recommend a pre-brief with the CEO and the chair (or committee chair) so there are 
no surprises and the CEO and CHRO tell one story. Where a director is likely to challenge, consider a one-to-one 
conversation beforehand.

9. **Plan the slot.** For a short slot, plan a two-minute opening that restates the headline and the ask, then spend the 
time on discussion. Do not re-present the paper. Keep detailed tables in an appendix.

10. **Follow up.** Draft the action log entry and a short note to directors on any questions not fully answered in the 
meeting.

## Output

**A. Board people paper (2–4 pages plus appendices)**
- Cover box: Purpose (decision, discussion, noting) | Ask of the board | Sponsor | Paper author | Date
- 1. Executive summary (five bullets maximum: position, what is going well, what is not, key risk, ask)
- 2. People scorecard: Measure | Current | Prior | Trend | Target | RAG | Comment
- 3. Key issues and actions: Issue | Impact | Action | Owner | Date
- 4. Leadership and succession (high level; names in a confidential appendix if appropriate)
- 5. Culture, conduct and workforce voice
- 6. People risks: Risk | Rating | Movement | Mitigation | Owner
- 7. Decision (if applicable): options, recommendation, cost, risks, implications, resolution sought
- Appendices: detailed data, definitions, programme updates

**B. Decision paper** (if the item is a single decision): issue, options, recommendation, financials, risks, implications, 
consultation and legal points, stakeholder views, resolution.

**C. Q&A brief (for the CHRO only)**: Question | Short answer | Evidence | Likely follow-up.

**D. Two-minute opening script** for the meeting.
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Write for non-executive directors: plain English, no HR jargon, every number with context, every issue with an action.

## Quality bar

- The ask of the board is explicit on the first page
- Every metric has trend and context; no unsupported or invented figures
- Problems are named with owner, action and date
- Decision papers show options including "do nothing", with costs and risks
- Legal, consultation, disclosure and governance points are flagged for the company secretary or legal advice
- Confidential matters (named individuals, live cases) are kept to a confidential appendix or oral briefing
- The main paper is no longer than four pages

## Pitfalls to avoid

- An activity list ("we launched, we ran, we trained") with no outcomes
- Hiding the bad news in an appendix
- No clear ask, so the item becomes a polite update with no governance value
- Bringing a decision without options or costs
- Data that contradicts what the CFO presents earlier in the same meeting
- Using HR jargon that non-executives do not share
- Re-presenting the paper slide by slide instead of using the slot for discussion
- Discussing named individuals or live cases in the main paper

## Example requests

- "Draft the people and culture paper for next month's board. Attrition in sales is up and our engagement survey is 
due."
- "I need remuneration committee approval for a new all-employee pay framework. Write the decision paper."
- "Prepare me for the board: give me the 20 hardest questions on our restructure and how to answer them."
- "Turn this 30-slide HR update into a three-page board paper."
- "Write the audit and risk committee update on people risk and whistleblowing themes."
- "A non-executive asked why we have no internal successor for the CFO. Draft my written response."

<!-- Adapted from github.com/w95/awesome-claude-corporate-skills (board-meeting-prep), MIT licence. -->
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Third-party licences
This pack adapts material from two MIT-licensed repositories. Each adapted file names its source skill in a comment on its last 
line. The original copyright and permission notices are reproduced below as the MIT licence requires.

github.com/tuanductran/hr-skills

MIT License

Copyright (c) 2026 Tuan Duc Tran

Permission is hereby granted, free of charge, to any person obtaining a copy
of this software and associated documentation files (the "Software"), to deal
in the Software without restriction, including without limitation the rights
to use, copy, modify, merge, publish, distribute, sublicense, and/or sell
copies of the Software, and to permit persons to whom the Software is
furnished to do so, subject to the following conditions:

The above copyright notice and this permission notice shall be included in all
copies or substantial portions of the Software.

THE SOFTWARE IS PROVIDED "AS IS", WITHOUT WARRANTY OF ANY KIND, EXPRESS OR
IMPLIED, INCLUDING BUT NOT LIMITED TO THE WARRANTIES OF MERCHANTABILITY,
FITNESS FOR A PARTICULAR PURPOSE AND NONINFRINGEMENT. IN NO EVENT SHALL THE
AUTHORS OR COPYRIGHT HOLDERS BE LIABLE FOR ANY CLAIM, DAMAGES OR OTHER
LIABILITY, WHETHER IN AN ACTION OF CONTRACT, TORT OR OTHERWISE, ARISING FROM,
OUT OF OR IN CONNECTION WITH THE SOFTWARE OR THE USE OR OTHER DEALINGS IN THE
SOFTWARE.

github.com/w95/awesome-claude-corporate-skills

MIT License

Copyright (c) 2026 Enrike

Permission is hereby granted, free of charge, to any person obtaining a copy
of this software and associated documentation files (the "Software"), to deal
in the Software without restriction, including without limitation the rights
to use, copy, modify, merge, publish, distribute, sublicense, and/or sell
copies of the Software, and to permit persons to whom the Software is
furnished to do so, subject to the following conditions:

The above copyright notice and this permission notice shall be included in all
copies or substantial portions of the Software.

THE SOFTWARE IS PROVIDED "AS IS", WITHOUT WARRANTY OF ANY KIND, EXPRESS OR
IMPLIED, INCLUDING BUT NOT LIMITED TO THE WARRANTIES OF MERCHANTABILITY,
FITNESS FOR A PARTICULAR PURPOSE AND NONINFRINGEMENT. IN NO EVENT SHALL THE
AUTHORS OR COPYRIGHT HOLDERS BE LIABLE FOR ANY CLAIM, DAMAGES OR OTHER
LIABILITY, WHETHER IN AN ACTION OF CONTRACT, TORT OR OTHERWISE, ARISING FROM,
OUT OF OR IN CONNECTION WITH THE SOFTWARE OR THE USE OR OTHER DEALINGS IN THE
SOFTWARE.
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