WORKSHOP WORKBOOK /02

Al at Work: Activity Sheet

Eight practical activities across the four workshop topics. Use approved Al tools only, and do not enter
confidential or personal information into an unapproved system.

HOW TO USE THIS SHEET

Complete the exercises with a real but non-sensitive work task or with the scenarios provided. Capture decisions and checks, not
confidential source material. Activities can be done individually or in pairs.

Activity map
¢ 01 - Find a task worth improving (01)
¢ 02 - Audit an Al answer (01)
¢ 03 - Build a structured prompt (02)
* 04 - Make an executive-ready brief (02)
* 05 - Map a meeting follow-up workflow (03)
« 06 - Prototype a reusable document workflow (03)
« 07 - Do a data-sensitivity check (04)

« 08 - Set guardrails for a decision-support draft (04)
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01/ FOUNDATIONS

Activity O1 | Find a task worth
Improving
Time: 12 minutes - Work individually or in pairs

Purpose

Choose a real work task where Al can help without handing over an important judgment.

Instructions

1. List three recurring tasks from your week. Include how often each happens, how long it takes, and what makes it difficult.

2. Score each task from 1 to 5 for repeatability, clarity of inputs, and ease of checking the result. Score risk from 1 to 5,
where 5 is high risk.

3. Choose one task with clear inputs, a checkable output, and manageable risk. Describe how Al would assist and what
stays human-owned.

YOUR DELIVERABLE

A one-sentence use case and a measurable success test (for example, reduce first-draft time by 20% without increasing
corrections).

Work notes

Task and frequency

Current effort or friction

Inputs and desired output

Risk / consequence if wrong

Al assist vs. human-owned step

Success measure

Reflection

What would you change before using this approach in your real work? What should remain a human responsibility?
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01/ FOUNDATIONS

Activity 02 | Audit an Al answer

Time: 15 minutes - Work individually or in pairs

Purpose

Practice separating a useful draft from a trustworthy, decision-ready answer.

Instructions

1. Ask an approved Al tool to summarize a short, non-sensitive work document or create a draft from a brief you provide.

2. Mark each specific claim as supported by the source, an interpretation, or unsupported. Check names, dates, numbers,
and any quotation.

3. Rewrite the output so supported facts are clear, assumptions are labeled, and missing evidence is called out. Decide
whether it is safe to share.

YOUR DELIVERABLE

A corrected summary plus at least two checks you performed before relying on it.

Work notes

Source or task used

Claim to verify

Evidence / source checked
Correction or uncertainty

Would you share it? Why?

Reflection

What would you change before using this approach in your real work? What should remain a human responsibility?
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02 / PROMPTING FOR WORK

Activity 03 | Build a structured prompt

Time: 15 minutes - Work individually or in pairs

Purpose

Translate a vague request into instructions that produce a usable first draft.

Instructions

1. Choose a routine task such as drafting a project update, preparing an agenda, or summarizing a public article. Do not
include confidential information.

2. Write a prompt with role, task, audience/context, output format, constraints, and a check for assumptions or uncertainty.

3. Run it once. Compare the result with your intended use, then revise one prompt element and run it again.

YOUR DELIVERABLE

A reusable prompt and one note describing how the revision improved the output.

Work notes

Original task

Role and task

Audience / context

Format and constraints
What should be flagged or

checked?

Revision and observed difference

Reflection

What would you change before using this approach in your real work? What should remain a human responsibility?
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02 / PROMPTING FOR WORK

Activity 04 | Make an executive-ready
brief

Time: 18 minutes - Work individually or in pairs

Purpose

Use structured prompting to turn source material into a concise, audience-aware communication.

Instructions

1. Use a short, non-sensitive project update, meeting notes, or a public text. Identify the audience and the decision or action
they need to take.

2. Ask the Al to produce a brief with: key message, three evidence-based points, risks or unknowns, and a clear next step.
Specify a word limit and tone.

3. Trace each factual statement back to the source. Remove unsupported claims and revise anything that obscures the
decision.

YOUR DELIVERABLE

A brief that fits the audience and word limit, with unsupported claims removed or marked for checking.

Work notes

Audience and needed action
Source material

Word limit / tone

Unsupported or missing claims

Final next step

Reflection

What would you change before using this approach in your real work? What should remain a human responsibility?
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03/ WORKFLOW AUTOMATION

Activity 05 | Map a meeting follow-up
workflow

Time: 18 minutes - Work individually or in pairs

Purpose

Design a repeatable Al-assisted workflow while keeping review and approval visible.

Instructions

1. Map how meeting notes become a useful follow-up today: trigger, source, cleanup, summary, action items, review,
distribution, and storage.

2. Mark the steps Al could assist with, such as grouping topics or drafting action items. Specify the required input and
expected output at each step.

3. Add a human checkpoint before anything is sent, plus a fallback for unclear owners, missing deadlines, or sensitive
information.

YOUR DELIVERABLE

A simple workflow with an owner, approval point, failure path, and one measure of success.

Work notes

Trigger and source
Al-assisted steps
Input / output

Human reviewer and approval
Failure or exception path

Measure and baseline

Reflection

What would you change before using this approach in your real work? What should remain a human responsibility?
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03/ WORKFLOW AUTOMATION

Activity 06 | Prototype a reusable
document workflow

Time: 20 minutes - Work individually or in pairs

Purpose

Turn one repeated document task into a small, testable workflow instead of automating everything at once.

Instructions

1. Select a low-risk, repeated task: for example, turning a public announcement into a team summary or formatting recurring
status updates.

2. Define a standard input template, the Al transformation, output format, and a short acceptance checklist. Include how
missing inputs should be handled.

3. Test the workflow with two different sample inputs. Record where the output needs correction and update the template or
check accordingly.

YOUR DELIVERABLE

A documented mini-workflow, acceptance checklist, and one limitation discovered in testing.

Work notes

Task and boundary
Standard input fields
Transformation prompt
Expected output
Acceptance checklist

Test 1/test 2 corrections

Reflection

What would you change before using this approach in your real work? What should remain a human responsibility?
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04 / RESPONSIBLE USE

Activity 07 | Do a data-sensitivity check

Time: 12 minutes - Work individually or in pairs

Purpose

Recognize when work context or personal information must not be pasted into an Al tool.

Instructions

1. Consider this scenario: you want an Al tool to summarize customer feedback that includes names, email addresses,
account details, and complaints.

2. ldentify sensitive or identifying fields. Check the organization’s approved-tool and data-handling rules; do not enter real
customer records during this exercise.

3. Design a safer route: use an approved environment, remove or aggregate identifiers where permitted, limit the input, and
retain a human review step.

YOUR DELIVERABLE

A go / no-go decision with the data risks, policy check, and safer alternative recorded.

Work notes

What data is present?

Who could be identified or
affected?

Which policy / tool must be
checked?

Minimum safe input

Approval / review needed

Reflection

What would you change before using this approach in your real work? What should remain a human responsibility?
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04 / RESPONSIBLE USE

Activity 08 | Set guardrails for a
decision-support draft

Time: 18 minutes - Work individually or in pairs

Purpose

Keep human accountability and appropriate safeguards in place when Al output may affect people.

Instructions

1. Scenario: a manager asks Al to rank employees for promotion using performance notes. Decide whether this is an
appropriate task for an ordinary Al assistant and explain why.

2. ldentify risks such as sensitive data exposure, biased or incomplete records, hidden criteria, and false confidence. Name
who is accountable for the decision.

3. Redesign the use, if appropriate, as a lower-risk support task (for example, checking a transparent set of role criteria for
completeness) with approved tools, documented evidence, and human review. Otherwise, stop and escalate.

YOUR DELIVERABLE

A documented stop / redesign decision, a list of safeguards, and the human decision owner.

Work notes

Potential impact on people
Risks and missing context
Allowed support task (if any)
Safeguards / evidence

Decision owner and escalation
route

Reflection

What would you change before using this approach in your real work? What should remain a human responsibility?
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