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By the end of this hour you will 
(hopefully!) be able to…

Choose and use a Large Language Model
Write clear, effective prompts 
Use AI to support practical work tasks 
Work with documents and data safely 
Identify ways AI can help in your role







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
• 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!



(Google)

Best for
• Excels at multimodal tasks, integrating text, images, and 

web-linked knowledge, with strong real-time information 
capabilities and deep integration into Google services, 
making it highly effective for research, productivity, and 
information synthesis. 

Not so good at
• May be less consistent in long-form reasoning or deeply 

structured outputs, and sometimes over-relies on web 
context, leading to variability in tone, depth, or clarity 
compared to more tightly controlled models.



(Anthropic)
Best for
• Particularly strong at long-document analysis, nuanced 

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.

Not so good at
• Can be overly cautious or restrictive in certain responses, 

occasionally limiting usefulness in edge cases, and may not 
perform as strongly in highly technical coding tasks 
compared to more engineering-focused models.



(Microsoft)

Best for
• Highly effective when integrated into Microsoft 365 tools, 

supporting productivity tasks such as drafting documents, 
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.

NB: Most of these LLMs only 
give you a certain number of 
prompts or uploads before 
you are timed out and have to 
come back later – unless you 
pay!



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

Main prompt box

Start a new chat here

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



Have a go: writing a prompt
“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 
highlight any actions assigned to me.” NB You might have Copilot or Gemini 
embedded in your email application for this



Using AI for emails



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



AI as a search engine
• Most LLMs will give you a link to the source material – check that 

this is reliable
• You can put more complex requests in
• Gemini (Google version of Copilot) will now give you an AI answer 

automatically
• Answers can combine from more than one source
• Very prone to hallucination – give it a reference point if possible 

and correct it where you know it’s wrong
• “Explain this in plain English.”
• “Show your reasoning step-by-step.”
• “Which part of the document did you use to reach that conclusion?”

Have a go: ‘What are the responsibilities of a PCC treasurer?’ (or 
something else you have specialist knowledge about) and check whether 
your LLM is accurate and cites reliable sources.



Other potential uses
• Ask for suggestions or ideas for ideas e.g. for names, ice 

breakers, what to have for dinner
• Possible sources of a problem or suggestions for solutions
• A breakdown or a suggested order of tasks
• Come up with a plan…

• Always keep a human in the loop!



Uploading documents
You can use AI effectively to:
• Summarise a long document (ideally done by 
the author rather than the reader for accuracy)
• 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



Meeting Minutes
• Open up a Teams or Google Meet or something else that will 

record your meeting.
• Use an agenda and get your meeting Chair to clearly articulate 

which bit of the agenda you are discussing
• Clearly articulate action points
• Upload a transcript or recording of the meeting WITH the agenda
• Ask for a summary of the meeting against the agenda with clearly 

signalled action points
• Review for accuracy (keep a human in the loop)
• Not good for attributable minutes unless everyone is online and is 

correctly named



Create:
Click on what you want to do 
or click More…

Be particularly 
aware of bias in 

images!



What AI CAN’T do
AI struggles with:
• Up-to-date local facts (dates, locations, staff lists).
• Diocese-specific policy details unless provided.
• Interpreting unclear instructions.
• Producing legally or pastorally sensitive wording unprompted.
• Handling nuance correctly in safeguarding or HR contexts.
• Producing genuinely new material



When NOT to use AI
• Information that contains sensitive data that is not publicly 

available – anonymise and redact before input.
• Sensitive HR or safeguarding decisions.
• To replace professional advice.
• Anything requiring canonical precision.
• Areas where accountability must remain explicitly human.



Other AI health warnings
• If you and others in your church are starting to use AI quite a 

lot, consider putting a policy in place Artificial Intelligence (AI) 
Usage Policy for Employees | Diocese of York

• Beware alert to members of your congregation ‘befriending’ or 
being overly influenced by Large Language Models or AI 
Chatbots

• Always keep a human in the loop
• General rule of thumb – don’t ask AI to do things you couldn’t 

do yourself

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


Other AI health warnings
• Consider switching off allowing your data/information to be 

used for training Large Language Models (usually in ‘settings’)



How can it help YOU in YOUR role
• Either upload something you do a lot or your role description.
Given my description of my job/ my most common day to day tasks 
/the things I find most  difficult/ time consuming, (please!) suggest 
ways in which using Copilot/ Claude/ChatGPT could assist me.





By the end of this hour you will 
(hopefully!) be able to…

 Choose and use a Large Language Model
 Write clear, effective prompts 
 Use AI to support practical work tasks 
 Work with documents and data safely 
 Identify ways AI can help in your role
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