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Agenda

Where we are in the AI series

Prompting vs. Searching

• Recap: The evolution of searching

Prompting best practices

• CLEAR framework

• Using grounding documents

Evaluating outputs

• SIFT method

• Documenting prompts and AI tool use

Preview: Privacy



THE 
AI FOUNDATIONS 

SERIES

Where we’ve been, 

and where we’re going

• AI LiteracyJune

• AI in Everyday LifeJuly

• Library Products with GenAISeptember

• Prompting Best Practices*Today*

• Data Safety & PrivacyNovember

• Projects & PossibilitiesDecember
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SEARCHING IN LIBRARIES

Chart developed by Alison Ambi, Memorial Libraries



Large Language 
Models (LLMs) may 
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Using language 

patterns derived from 

their training data, 

LLM tools can 

generate language 

most likely associated 

with your prompt.
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Concise: Ensure your prompt does not include 

unnecessary components and that it is specific and 
geared towards an exact response

Logical:
If there are multiple components to your prompt, make 
sure the relationship and progression between the 
distinct parts is clear

Explicit:
Give precise directions regarding the output format, 
content, and/or scope that you wish the AI model to 
produce

Adaptive:
Be prepared to re-work your prompt based on previous 
results generated by the AI model

Reflective:
Evaluate your own prompts as well as the output you 
received to determine how better to interact with 
generative AI

The CLEAR path: A framework for 
enhancing information literacy through 
prompt engineering by Leo S. Lo.

WHEN 
PROMPTING, 
BE CLEAR:

http://0-search.ebscohost.com.librarycat.risd.edu/login.aspx?direct=true&db=aph&AN=164854610&site=eds-live&scope=site


How to write effective prompts in AI | Google AI Essentials

HOW 
PROMPTING 

WORKS

https://youtu.be/3SjjFOEEWNo?si=8sESlI7MR4D-p2Z-


EXAMPLE: DEVELOPING A CLEAR PROMPT

Write a memo outlining AI 
best practices.

Write a 250 word message 
to university staff about AI 

best practices.

As an approachable, 
knowledgeable expert on 

AI ethics, write a 250 word 
email message to university 
staff about AI best practices 
in communications work.



EXAMPLE: DEVELOPING A CLEAR PROMPT

Write a memo outlining AI 
best practices.

Write a 250 word message 
to university staff about AI 

best practices.

As an approachable, 
knowledgeable expert on 

AI ethics, write a 250 word 
email message to university 
staff about AI best practices 
in communications work.

Evaluate the output. Does it 

meet your expectations? 

Does anything need clarifying? 

Prompt and edit hands-on.
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EXAMPLE 1

• Formatted well, with placeholders for 

specific contact information

• Very generic; assumes this is for a 

“company or organization” and 

sounds fairly business-like

• Long



EXAMPLE 2



EXAMPLE 2

• More relevant to our context

• Shorter

• Not specifically about 

communications work.



EXAMPLE 3



EXAMPLE 3

• Tone is friendlier

• Specifically about university 

communications

• Concise



Consider grounding 
your prompts in 
specific resources. 
This can reduce 
hallucination and 
provide more specific 
answers.



Ask your tool to draw 

information from a particular 

source, like:

• A web link you provide

• Uploaded documents (e.g. 

Word, Excel, PowerPoint)*

*Check your privacy settings and consider 

the copyright of the material. Is it yours to 

share with an AI tool?

Consider grounding 
your prompts in 
specific resources. 
This can reduce 
hallucination and 
provide more specific 
answers.



EXAMPLE: GROUNDING IN A DOCUMENT

I uploaded today’s presentation into Memorial’s MS Copilot (available through MS365)



EXAMPLE: GROUNDING IN A DOCUMENT

Here’s an executive summary of the presentation titled 

“Prompting Best Practices” delivered by Chelsea 

Humphries for the Faculty of Medicine AI Foundations Series 

in October 2025:

Executive Summary: Prompting Best Practices
This presentation is part of Memorial University’s AI 

Foundations Series, aimed at enhancing AI literacy and 

responsible use of generative AI tools in academic and 

professional contexts. The October session focuses on 

effective prompting techniques for large language models 

(LLMs), such as ChatGPT and Copilot, emphasizing clarity, 

evaluation, and ethical considerations.

Key Themes and Insights
1.Prompting vs. Traditional Searching

•Traces the evolution from manual indexing to LLM-

assisted search. 

•Highlights how LLMs interpret natural language and 

generate contextually relevant responses, though not 

always replicable or direct.

2.CLEAR Framework for Prompting

•Concise: Eliminate unnecessary details. 

•Logical: Ensure coherent structure. 

•Explicit: Specify format and scope. 

•Adaptive: Refine based on results. 

•Reflective: Evaluate and improve prompts iteratively.

3.Grounding Prompts

•Use specific resources (e.g., uploaded documents, web links) 

to reduce hallucinations and improve accuracy. 

•Emphasizes privacy and copyright considerations when 

sharing materials with AI tools.

4.Evaluating AI Outputs

•Introduces the SIFT Method:

•Stop and reflect. 

•Investigate the tool and its data. 

•Find better coverage. 

•Trace claims to original sources.

•Encourages critical thinking and scholarly comparison.

5.Documentation and Transparency

•Due to non-replicable outputs, users should document 

prompts, include screenshots, and provide narrative statements 

about AI tool use.

6.Privacy Awareness

•Warns against sharing sensitive or proprietary information in 

prompts. 

•Teases deeper exploration of data safety in the upcoming 

November session.

Resources and Tools
•Links to further reading on prompt literacy, AI evaluation, and 

narrative documentation. 

•Encouragement to explore Memorial Libraries’ AI guide. 
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EXAMPLE: GROUNDING IN A DOCUMENT

Subject: Executive Summary – Prompting Best 

Practices (Faculty of Medicine AI Series)

Dear Team,

Please find below a brief summary of the recent 

presentation titled “Prompting Best Practices” by 

Chelsea Humphries, part of the Faculty of Medicine’s 

AI Foundations Series (October 2025).

🔍 Focus of the Session:

Exploring effective techniques for interacting with 

generative AI tools like ChatGPT and Copilot, with 

emphasis on clarity, evaluation, and ethical use.

📌 Key Takeaways:

•Prompting vs. Searching:

LLMs represent a shift from traditional search methods, offering context-

aware responses but lacking replicability. Iteration is key.

•CLEAR Framework for Prompting:

•Concise: Remove unnecessary details 

•Logical: Ensure coherent structure 

•Explicit: Specify format and scope 

•Adaptive: Refine based on results 

•Reflective: Evaluate and improve prompts

•Grounding Prompts:

Use specific documents or links to reduce hallucinations and improve 

accuracy. Always consider privacy and copyright.

•Evaluating AI Outputs – SIFT Method:

•Stop and reflect 

•Investigate the tool 

•Find better coverage 

•Trace claims to original sources

•Documentation:

Due to non-replicable outputs, document prompts and results with narrative 

statements and screenshots for transparency.

•Privacy Considerations:

Avoid sharing personal or proprietary data in prompts. More on this topic will 

be covered in the November session.

📚 Resources:

•AI Guide – Memorial Libraries 

•SIFT Method 

•Narrative Statement Example 
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Deep Research 
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A note:
Deep Research 
functions require 
greater detail and 
specificity.

These tools can save you 

time, but only if you take 

your time while developing 

thoughtful, precise prompts. 

Explore user guides for 

deep research functions 

in the tools you are 

exploring.



EVALUATING OUTPUTS



NO TOOL IS PERFECT, 
NOR DOES IT HAVE YOUR EXPERTISE

It is your responsibility to identify incorrect outputs. 

These tools contain bias and make mistakes, and you must 

be at the helm of your work as the expert authority.

Prompting well, understanding tool limitations, and 

knowing how to iterate and evaluate will ensure 

you receive better results.



Why has the tool compiled this specific output? 

Ask for its reasoning.

Point out mistakes and ask for corrections. How 

does the tool respond? Do you still trust it as 

being capable of what you’re asking for?

ASK QUESTIONS



Stop: Take a moment to consider the information or output 

provided by the AI tool in more depth.

Investigate the source: Investigate the AI tool you 

are using with the ROBOT test to identify any possible 

weaknesses, shortcomings, or bias in the tool. Check the currency 

of the data that the AI tool is trained on.

Find better coverage: Locate additional resources on 

the same topic as the information generated by the AI tool and 

compare what non-AI-generated scholarly material states to the 

AI-generated content.

Trace claims, quotes, and media to the 

original context: Ask generative AI tools to list their 

sources when generating content, and confirm that:

• Those sources are real

• The information in those sources match the generative AI 

tool’s output claims

SIFT (The Four Moves) by Mike Caulfield

SIFT THROUGH 
YOUR OUTPUTS:

https://hapgood.us/2019/06/19/sift-the-four-moves/


Because the results 
are not replicable:

The best practice is to 

document your prompts and 

outputs for transparency. 

Provide narrative statements 

describing the nature of your 

tool use, attach screenshots, 

and cite as needed.



Because the results 
are not replicable:

The best practice is to 

document your prompts and 

outputs for transparency. 

Provide narrative statements 

describing the nature of your 

tool use, attach screenshots, 

and cite as needed.

Narrative statement example:

Artificial Intelligence Tool: MS Copilot; Interpretation: I used MS Copilot to summarize my 

slide deck into a brief executive summary.



Learn more 
about narrative 
statements: 
h t tp s : / / c r l n . a c r l . o r g / i ndex .php /
c r l news / a r t i c l e / v i ew/26548 /344
82

https://crln.acrl.org/index.php/crlnews/article/view/26548/34482


Explore more in the 
library’s guide on AI:

https://guides.library.mun.ca/ai
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Be specific in your 
prompts, but not so 
specific that you put 
your security at risk.
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Do not share personal or 

proprietary information that 

you would not want retained 

or regurgitated by an LLM.



Be specific in your 
prompts, but not so 
specific that you put 
your security at risk.

Do not share personal or 

proprietary information that 

you would not want retained 

or regurgitated by an LLM.

More on this next month! J
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Please take 2 minutes to provide feedback 

regarding this session.

https://mun.yul1.qualtrics.com/jfe/form/SV_6qTzoojQfIXACWi
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