~ Getting Started with Al:
- Large Language Models

Introduction to the basics for churches
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By the end of this hour you will
(hopefully') be able to...

”‘: ~ L4 Choose and use a Large Language Model

1V B4 Write clear, effective prompts

™ 'ff .4 Use Al to support practical work tasks
' [ Work with documents and data safely
ffiff"* /= [2 Identify ways Al can help in your role




Traditional Computing vs Generative Al

Eeatiire Traditional Computing Generative Al
(e.g. Excel, Outlook) (e.g. Copilot)
How you You give commands You have a
interact or click buttons conversation
Training You must learn the software's  You just need to know
needed rules and menus how to ask clearly
How it One fixed answer Can give different
responds answers each time
How it works  You don't need to know Understanding how
how it works it works helps a lot




Traditional Computing vs Generative Al

Feature

Flexibility

Accuracy

Creativity

Learning
curve

Traditional Computing

Limited to built-in
functions

As long as you make the
correct choices, it's acurate

Follows strict instructions

Can be steep for
many users

Generative Al

Can adapt to your style
and needs

Makes mistakes, so
checking is essential

Can generate ideas,
drafts, and options

Easier to start, but
benefits from guidance
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YV ( Best for
/\_ « Strong at general-purpose reasoning, structured writing,

coding support, and step-by-step explanations, making it
highly versatile for professional, academic, and creative
tasks across a wide range of domains and user skill levels.

- ~ Not so good at

1 ¥ {
f A
:-':'E s )

_/\._ « Can occasionally produce confident but inaccurate

Information, especially on niche or rapidly changing topics,
and may require careful prompting or verification when
precision, real-time data, or strict factual correctness is
critical. Tends to be quite sycophantic!
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A (S )\ ( Bestfor

. ~ * Excels at multimodal tasks, integrating text, images, and
) T web-linked knowledge, with strong real-time information
-~ /\~ capabilities and deep integration into Google services,
./~ makingit highly effective for research, productivity, and
[ 572 Y L information synthesis.

N L ,_AH_E ,-jq!x, L
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~ - . Notso good at
e e A e

, "/ | |+ May be less consistent in long-form reasoning or deeply
/N /\ structured outputs, and sometimes over-relies on web

o -
e —
~

./, context, leading to variability in tone, depth, or clarity
[ 7/ [ comparedto more tightly controlled models.
/ KIL_, 3 ‘ '_,
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il ¥Claude  (Anthropic)

T

/! Best for

* Particularly strong at long-document analysis, nuanced

L writing, and maintaining context over extended

/\.= conversations, offering thoughtful, careful responses that

.“-\._

are well suited to policy, ethics, and detailed reading or
summarisation tasks. Known for being a more ethical choice.

| —
( y
L1

~ . Not so good at

( >7) Y "« Can be overly cautious or restrictive in certain responses,
A~ A~ occasionally limiting usefulness in edge cases, and may not
.~ ., perform as strongly in highly technical coding tasks

|y (] ) comparedtomore engineering-focused models.
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‘1. NB: Most of these LLMs only
v . give you a certain number of
(M ICrOSOft) prompts or uploads before
you are timed out and have to
come back later —unless you

' Best for pay!

-l

: f_if - ¢ Highly effective when integrated into Microsoft 365 tools,
V' supporting productivity tasks such as draftmg documents
L~ analysing spreadsheets, and summarising meetings, with

> contextual awareness tied closely to workplace data and

workflows.

/\.~ Not so good at

-
-

" * Less flexible outside the Microsoft ecosystem, and its

performance may depend heavily on integration context,
sometimes offering more constrained or utility-focused
responses rather than broad creative or exploratory outputs.
Sometimes says it can do things it actually can’t.



® New chat

Q_Search Start a new chat here

My Libra ry

Agents

Adobe Acrobat

Oi\, New agent

Previous conversations
are here. Click to see
them. If it doesn’t
show on this list go to
“All conversations”

Kate Cameron
M365 Copilot (Basic) (D

Upgrade J

(
YV

What can | h_elp \V/all with?

Green shield with a tick
shows you are logged
into your account

Main prompt box

Message Copilot

_|_

Rewrite Create Summarise Find
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(- Have a go: writing a prompt

o

Y 5 high

~/_ “Suggests some ice breaker activities for my new Sunday

School Group of 4 boys and 2 girls aged between 4 and'11
~ which don’t need any equipment.”

“Suggest 5 practical, low-cost ways a small church can engage
with its local community..”

~ “Draft a social media post encouraging people to attend a
“~ community event at church. Keep it under 120 words.”

“Summarise this email thread for me in 5 bullet points, and

[I%ht any actions GSSigned to me.” nNB vou might have Copilot or Gemini

edded in your email application for this



Using Al for emails

oy

@ Outlook Q, Search & & & . - O
(=) = File Home View Help
x ise ~ o0
g U U8 O ™ B O " joum| D% 0OF & BO
Q - N ~ - ~ .
New <o Block Delete Archive  Report € Reply all Meeting  Chat Move CF Rules Read/ I Flag Snooze Policy Print More  Viva Discover
w ~ ~ Forward ~ ~ ~ Unread * Pin ~ ~ apps Insights groups
a New Delete Report Respond Teams Move Quick steps. Tags Print Add-ins Find Undo -
e . . . = N . . - - -
- 5 Frmennes Focused Other o ¢ = 1 Volunteering Seminar at York Diocese Conference E Summarise this email Summarise this email
o Other Emails (1) . ] "
-« i = Summarise and reply to this email
~ kate.cameron@yorkdi... = GetQR AW Ann Wilkinson<awilkinson@huliminster.org > ®@ < o
> Inbox _ R To: Ruth Barnes <ruth.barnes@mvdauk.org.uk>; @ Kate Cameron
v - i ~  Pinned What are the main takeaways from this email?
Z7 Drafts [14] g
=] v [w External  Ann Wilkinson; Ruth B... < # & This sender awilkinson@hullminster.org is from outside your organisation. Block sender || Show blocked content
B> Sent Items Volunteering Seminar at York Diocese Conferen...
W Deleted ltems 157 R R L. R . . . .
"; ) Ann Wilkinson EXTERNAL EMAIL: This email originated from outside of this domain. Do not click links or open attachments unless you
€3 Junk Email [ EXTERNAL EMAIL: This em... &1 Tue 16/06 recognise the sender and know the content is safe
@ (2 Notes Hi to you both
. Kate Cameron
T Archive How about 1pm on 23rd? Il ... Sent Items .
n o That's fine for me.
1 Conversation Histary
RB Ruth Barnes “ .
€8 Outbox EXTERNAL EMAIL: This email ori... Mon 75/06 Many blessings
£ RSS Feeds Ann
AW Ann Wilkinson
E4. Search Folders EXTERNAL EMAIL: This email origi... Fri 12/06 Chaplain and Advocate for People with Different Learning Abilities
583 Go to Groups awilkinson@hullminster.org
. Kate Cameron www.hullminster.org
> Calendar & Hi to you both, I've been ask..  Sent ltems 01482 224460

YOS



~ Have a go: writing a prompt

Top Tips

Be clear and direct — Ask exactly what you want (e.g., “Write a summary of this article”).
Include context — Mention the audience or purpose (e.g., “Make it suitable for a school newsletter”).
Add links to web pages or specific content you want it to take into account

Use action verbs — Start with “Summarise”, “Explain”, “Create”, “Translate”, etc.

Set tone and style — Ask for “professional”, “casual”, “funny”, or “persuasive”.

Give examples — Include a sample or reference to guide the output.

Break down complex tasks — Use step-by-step instructions.

Ask for alternatives — “Give me three versions” or “Suggest other ways to say this".

Use Shift and Enter/Return to get a line break without ‘sending’ or entering the prompt

Use follow-up prompts — Refine the output by asking “Can you make it shorter?” or “Add more detail".
Avoid vague requests — Instead of “Make it better”, say “Make it more concise and engaging”.

Correct it when it gets it wrong!

Save your best prompts — Keep a list in OneNote or Word for reuse.

The more you tell it, the better it will do. You can ask it to have another go, but trying to get it right
first time lessens the environmental impact
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)7 Al as a search engine

"« Most LLMs will give you a link to the source material — check that

. thisis reliable
/\.~ * You can put more complex requests in
./ *» Gemini (Google version of Copilot) will now give you an Al answer

-

/| ) automatically
_/ “__* Answers can combine from more than one source

-/~ * Very prone to hallucination — gjve it a reference point if possible
5 A (. andcorrect it where you know'it's wrong

* “Explain this in plain English.”

\

v N o * “Show your reasoning step-by-step.”

* “Which part of the document did you use to reach that conclusion?”

e

) \/ ~ Havea go: ‘What are the responsibilities of a PCC treasurer?’ (or
) A (_ something else you have specialist knowledge about) and check whether

_/ \__ your LLM’s accurate and cites reliable sources.

M Fa
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| .4 ) . Other potential uses
M A ( * Ask for suggestions or ideas for ideas e.g. for names, ice
>—=_ > breakers, what to have for dinner
\ ' r—-vf"'_:! ‘.‘]II;'/ [\""m . . .
| 0.4 | (. Possible sources of a problem or suggestions for solutions
i g B
_~—=_  * Abreakdown or a suggested order of tasks
YY1y o :
L 0.5\ Come up with a plan...
x"m,ﬂ _ r;,ff '\\__.
_/;\_Hw B \\“\_fff; .
A O A L = Always keep a human in the loop!
> ﬂ. ; =
f {‘-.v } ‘.IITI, [1'"%
fInx Lb,,u_, A L
.x\ fff.‘*_.jikx\l /JTT
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| (_ You can use Al effectively to:

l —
| .1

Welcome, |

Uploading documents

# Add work content

* Summarise a long document (ideally doneby . . ..
the author rather than the reader for accuracy) @ e v e

= » Compare two similar documents e.g. sample policies, job

descriptions, document updates
* Integrate documents (summarise these 3 feedback forms)

— * Analyse against criteria (assess how well A meets criteria B)

* Interpret data in a spreadsheet

"~ ¢ You can only upload 3 docs at a time, but you can keep adding
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~_ >« Ask for a summary of the meeting against the agenda with clearly
YV (~  signalled action points

/\.~ « Review for accuracy (keep a human in the loop)

I
! A ')
F\ |----
\'.

-

_ * Open up a Teams or Google Meet or something else that will
record your meeting.

—

V' ¢ Use an agenda and get your meeting Chair to clearly articulate
A L which bit of the agenda you are discussing

,

., * Clearly articulate action points

» Upload a transcript or recording of the meeting WITH the agenda

—

7

\/ —~ * Not good for attributable minutes unless everyone is online and is
\ (. correctly named
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{D New chat
Q. Search

I Library

Agents

Adobe Acrobat

(}?; New agent

+ More agents

Chats

I've had this suggestion for a c...
I've been asked whether this t...

| feel hurt by this and I'm not s...
| have my first ever 3 way 'stak...
We have to make up a £2min ...
26-28 NZC Work Programme S...
How might | best work with a ...

| just started a meeting on my ...

someone has booked this mee...

Kate Cameron
M365 Copilot (Basic) @

[ Upgrade

Outlook

&

OneMote

' Create:

Create a title slide

Roadmap

Click on what you want to do
or click More...

Create a product shot

'| Create a video thumbnail

| PRODUCT

LAUNCH

Be particularly
aware of bias in

Notebooks imageS!
do you want to create?
e
ai & B &
Teams Word Excel PowerPoint
|infographic D Create a story [ Design a poster [ Edit an image More...
OneDrive SharePoint More apps
-+ Add content %, Style ) color (Y square
Explore images My images (i) All Celebrations Connections Teamwork = More

Design a name card for a teammate

Kai
Carter

Graphic
Designer
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* Producing legally or pastorally sensitive wording unprompted.

e -
_—— -u:f_\_\

~\/ ~ * Handling nuance correctly in safeguarding or HR contexts.

L
A r

—

o

| What Al CAN'T do

>

LAl struggles with:

L1 -
g N
%

\/__* Up-to-date local facts (dates, locations, staff lists).

L
>

)\ L » Diocese-specific policy details unless provided.

“h .,

~/_ * Interpreting unclear instructions.

'

=

Lo — * Producing genuinely new material
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G _ When NOT to use Al

A (¢ Information that contains sensitive data that is not publicly

available —anonymise and redact before input.
>+ Sensitive HR or safeguarding decisions.

.~ * Toreplace professional advice.
\ (_ * Anything requiring canonical precision.
~,_ * Areas where accountability must remain explicitly human.
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) L\j\;\{ Other Al health warnings

\\\#_<:’ \:}‘_

\ ~

) P X\ E., * If you and others in your church are starting to use Al quite a
< > lot, consider putting a policy in place Artificial Intelligence (Al)

\<E\fg \/\ (> Usage Policy for Employees | Diocese of York
/ ~d N\

& . * Beware alert to members of your congregation ‘befriending’ or
- Y greg g

V' =V being overly influenced by Large Language Models or Al

\ LS \ L Chatbots

* Always keep a human in the loop

=
3 A L« General rule of thumb — don't ask Al to do things you couldn’t

g | do yourself
() 7

J/ \‘L”‘*“' ,fj\_
Yy LYyt



https://dioceseofyork.org.uk/policies/ai/
https://dioceseofyork.org.uk/policies/ai/

(£3)¢

Other Al health warnings

» Consider switching off allowing your data/information to be
used for training Large Language Models (usually in ‘settings’)

~
/ E/ Major Al Chatbots

« ChatGPT: Click your profile icon — Settings — Data Controls — toggle off
Improve the model for everyone.

» Google Gemini: Click Activity (or Gemini Apps Activity) — click the Turn Off
button — choose Turn off or Turn off and delete activity.

« Claude (Anthropic): Click your profile icon — Settings — Privacy — uncheck Help
improve Claude.

» Perplexity: Open Settings (gear icon) — toggle off Al Data
Retention. @ OpenAl Help Center +3



i l How can it help YOU in YOUR role
[ L E‘} + Either upload something you do a lot or your role description.
: ;f“' ~ Given my description of my job/ my most common day to day tasks
ko & 1 /the things I find most difficult/ time consuming, (please!) suggest

™ {.;::'j' ways in which using Copilot/ Claude/ChatGPT could assist me.
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Best Practices at Work )/

Learning

Shadow Al Use approved
(unapproved tools) platforms only

Uploading Anonymise + us
confidential docs secure tools

Copying Summarise or
protected content  create original

Losing track Save key content
of Al outputs for audit trail

Q000




By the end of this hour you will
(hopefully') be able to...

”‘: ~ L4 Choose and use a Large Language Model

1V B4 Write clear, effective prompts

™ 'ff .4 Use Al to support practical work tasks
' [ Work with documents and data safely
ffiff"* /= [2 Identify ways Al can help in your role
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