Putting everything into practice
Now that you have seen how Paddy got the most out of his prompts, it's your turn to give it a go.
I'm going to ask you to test your skills by getting AI to achieve different goals. Good luck!
For this module you will need to have your AI tool open so that you can practice your prompting.
Below are the steps to practice writing prompts for each of the examples we've provided:
1. Read through the content provided for each of the three examples below
2. For each example draft a prompt that you think would get you the output.  You can write that prompt into the text box.
3. Copy the prompt that you have written into your AI tool and hit enter!
4. Now compare the output with what you wanted from AI.  Did you get the results you were looking for, or do you need to keep adjusting your prompt?
If you would like to, try using the prompt templates from the previous module:
Summarising a document
I need help with summarising this content.
Please produce a bullet point list that does the following:
· Focuses on [key aspects or questions to address]
· Excludes [anything that should be avoided]
· Is suitable for [insert audience]
· Is no longer than [length constraint]
If you need to make assumptions, list them clearly before proceeding.
Tailoring the tone
Re-write this content in a more appropriate style for this context. The context for this task is:
· Role / perspective: [Insert role or viewpoint]
· Purpose of the output: [Insert purpose]
· Audience: [Insert audience]
· How this will be used: [Insert how/where the output will appear]

Making amendments
Revise the previous output using this feedback:
· What works: [briefly note]
· What doesn’t work: [be specific]
· What needs to change: [insert clear instructions]
Only adjust the parts identified. Do not rewrite everything.

When something isn't correct
The following excerpt needs improvement: [Paste exact text here]
The issue with this excerpt is: [Explain what is wrong - e.g. too vague, inaccurate, wrong tone, missing context]
Please rewrite only this excerpt to address the issue while keeping the rest unchanged.

If the tool keeps getting it wrong
Let’s restart this task with a different approach. Ignore previous drafts.
Use this example as a reference for what “good” looks like: [Insert short example, outline, or structure - real or hypothetical]
Now produce a new version of [output] that follows this pattern, adapted to [insert context].


Capturing your work before closing
Create a concise handoff summary that enables someone new to this work to continue without additional explanation.
The handoff should clearly state:
· What this work is about and why it exists
· Who it is for and how it will be used
· Key context, constraints, and assumptions that shaped it
· Decisions made or positions taken, and the reasoning behind them
· Outstanding issues, open questions, or dependencies
· Risks, uncertainties, or areas requiring verification
· Recommended next steps, including what should happen next and by whom (if relevant)
Write this plainly and neutrally, as a standalone record that could support handover, future editing, or record‑keeping.

Creating web content
You have received the following piece of text that you need to turn into content for your agency's website. You need to be mindful of a few things:
· the content needs to be well-structured
· it needs to be around 100 words
· it needs to be written in plain language
· it needs to use a similar style to the rest of the content on your agency's website.









Source Text
Maintaining accurate contact details is essential to ensure people receive timely, correct, and relevant information about services they use. When contact information such as phone numbers, email addresses, or residential addresses changes, outdated records can result in missed communications, processing delays, or confusion about obligations and entitlements. Keeping these details current supports reliable communication and helps services operate smoothly without unnecessary disruption.
Contact information can be updated at any time through the online service. To complete an update, people will need to confirm their identity using standard identification details, provide a client or reference number, and supply the new contact information to be recorded. Submitting complete and accurate information helps reduce processing time and the likelihood of follow‑up requests. Most updates are processed within a few working days, although some changes may require additional verification before they take effect.
Alternative support is available for people who are unable to use the online service. The service centre can assist during standard business hours and provide guidance on completing updates through other channels. Personal information is collected, stored, and used in accordance with privacy and information management requirements. Further information about data handling, privacy safeguards, and individual rights is available in the privacy section of the website.

Summarising meeting notes
My team had a meeting the other day where we discussed the rollout of a new product we are launching.
We captured the meeting transcript but haven't yet summarised it or documented next steps. Help us turn this into meeting minutes. We need to make sure we capture:
· What was discussed
· Key concerns
· Actions/Next steps



Paddy: Thanks everyone. Let’s start with the rollout update. Harvey, how did the pilot go this week?
Harvey: The pilot launched on Monday. Uptake is lower than forecast—around 45% of the target group—but feedback from those who have used it has been generally positive, especially around ease of navigation.
Paddy: Do we have a sense of why uptake is tracking low at this stage?
Harvey: It’s mixed. Some teams didn’t realise the pilot had started, and others thought participation was optional rather than expected.
Mereana: I’d add that timing hasn’t helped. Several teams are managing end‑of‑quarter reporting, so this hasn’t been their top priority.
Daniel: I’ve also had a few managers ask questions about how the data from the pilot will be used. There’s some concern it could be linked back to individual performance.
Paddy: That’s important. Have we been clear enough in the comms about data use?
Daniel: We’ve mentioned it at a high level, but not in detail. Some people are filling in the gaps themselves.
Paddy: Okay. What about resourcing on our side?
Harvey: We’re stretched this week, but just coping. If uptake increases quickly, support requests could spike.
Paddy: Understood. We don’t want to encourage uptake without being ready to support it.
Paddy: Let’s capture some actions. Mereana, can you draft a short clarification covering expectations, deadlines, and what’s mandatory versus optional?
Mereana: Yes, I can get a draft out today for sign‑off.
Paddy: Daniel, could you put together an FAQ that clearly explains how pilot data will and won’t be used?
Daniel: That would help. I’ll aim to circulate a draft by Thursday, but I’ll need policy input to be confident it’s accurate.
Paddy: Good point. Loop me in if you need escalation.
Paddy: Stepping back, are we still comfortable with the current rollout approach, or do we need to slow things down?
Harvey: I think the approach is sound, but the messaging needs tightening before we push any harder.
Paddy: Alright. Let’s revisit uptake and support metrics next week before making any decisions. Next item is the risk register, unless there’s anything urgent?

Understanding and rewriting technical text
We received the below technical text which is quite hard to wrap our heads around. Your task is to use AI step-by-step to achieve the following tasks:
· Understand the content
· Rewrite it so your CE (chief executive) is briefed
· Develop a back pocket Q&A for your CE to use at an engagement
Doing this step-by-step allows for checks and balances at every stage. We have made some suggestions on how this could be managed, so try this activity with three prompts, instead of one.
As a test, ask the AI to complete this all in one go and see how the results differ.

Prompt 1: Understanding the content
Make sure you fully understand the purpose of the pilot, what information it is using, what the outputs will be, any issues, and any sensitivities. 
The Ministry is piloting an early‑warning approach to identify learners who may need extra support to stay engaged. The pilot combines existing information from three places: attendance records, learning platform activity (such as logins and assignment submissions), and enrolment details. The data is updated overnight and used to produce a weekly summary for each school that highlights patterns like sudden drops in attendance or missed assessment milestones. Data can only be accessed by certain individuals, and will be destroyed at the end of the project.
During user testing, some schools reported that the summary did not always match what they were seeing on the ground. Early checks suggest three likely causes: records arriving late from some systems, differences in how dates and times are recorded, and duplicate user accounts for staff who have more than one role. The pilot also needs to handle common exceptions, such as approved assessment extensions, so students are not incorrectly flagged.
Schools have asked whether the information could be used to judge staff or student performance. The pilot’s purpose is to support learners earlier, not to introduce new compliance measures.

	

Prompt 2: Rewriting for a different audience
Using the same content as above, you now need to brief your CE on the project. You need to make sure there is a clear distinction of what the pilot is and what it isn't, is written in plain language, and is short and concise.

Prompt 3: Producing a back pocket Q&A
Using the same content as above, your CE is fronting an engagement with the community, it's likely they will get asked specific questions about this project. Make sure you provide your CE with questions and answers about privacy and data use, accuracy/trustworthiness, purpose and benefits, and what happens if there are issues.

Prompting checklist
As we have seen through this section, there are a number of things you can do to ensure you are getting the most out of your AI tool. Use the checklist below to make sure you are achieving what you need to with the support of AI:
Be as specific as you can about what you need (e.g., summary, risk identification, rewrite for different audience, etc.).
· Give as much context as you can (e.g., purpose/how it will be used, target audience, etc.).
· Break complex tasks into simple steps.
· Iterate on the output (don't just trust the first draft is finished).
· Show AI the problem rather than just explaining it.
· If it's not working, try a different approach.
· Capture your work before closing for transparency and for business continuity.

