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SEARCHING IN LIBRARIES
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Sorts results with search prompt and
ranking algorithms, summarize relevant

Filters, ... texts
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Large Language
Models (LLMs) may
be a turning point in
natural language
searching.

However, they are
not as direct, nor as
replicable as
traditional searching.

Using language
patterns derived from
their training data,
LLM tools can
generate language
most likely associated
with your prompt.
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WHEN
PROMPTING,
BE CLEAR:

The CLEAR path: A framework for
enhancing information literacy through

prompt engineering by Leo S. Lo.
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HOW
PROMPTING
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How to Write Effective Prompts in Al | Google Al Essentials


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

EXAMPLE: DEVELOPING A CLEAR PROMPT

Write a memo outlining Al

best practices.

Write a 250 word message
to university staff about Al
best practices.

As an approachable,
knowledgeable expert on
Al ethics, write a 250 word
email message to university
staff about Al best practices
in communications work.




EXAMPLE: DEVELOPING A CLEAR PROMPT

Write a memo outlining Al
best practices.

Write a 250 word message

to university staff about Al
best practices.

As an approachable,
knowledgeable expert on
Al ethics, write a 250 word
email message to university
staff about Al best practices
in communications work.

Evaluate the output. Does it
meet your expectations!?
Does anything need clarifying?
Prompt and edit hands-on.



EXAMPLE |

Write a memo outlining Al best practices.

() copilot ©

Sure! Here's a professional memo outlining Al Best Practices that can be adapted for internal use within a

company or organization:




Memo

To: All Staff

From: [Your Mame or Department]
Dates October 16, 2025

Subject Best Practices for Responsible Use of Artificial Intelligence (Al

&z artificial intelligence {Al} becomes increasingly integrated into our workflows, it is essential to establish
clear quidelines to ensure its responsible, sthical, and effective use. This memo outlines best practicss for

everaging Al technologies across deparbments.

1. Transparency and Accountability

by communacate when Al is being used, esped n customer-facing applications.

Maintain human owersight ower Al decisions, particulary in high-impact a

healthcare.

* Domument &l system decis

onale where feasible to ensure traceability.

2. Data Privacy and Security

= Use only authorized and anonymized datasets for training and deploying &1 models

= Ensure compliance with data protection regulations {e.g. GDPR, HIPAA)

ms for vulnerabilities and implement robus

= Regularly awdit A ECUrity measunes.

3. Bias Mitigation

Evwaluate training data for potential biases and take corrective action.
= Test &l outputs for faimess across different demographic growps
* Involve diverse teams in the development and review of Al systems
4. Human-Centered Design

= Design Al tools to augment human capabilities, not replace them.

Ensure wser interfaces are intuitive and provide clear feedback.

Allow users to ovemide or question Al decisions when appropriate.

5. Continuous Monitoring and Improvement

Maonitar Al performance regulardy and vpdate models as needed.

Solicit user feedback to improve systern accuracy and usability.

= Stay informed about emerging Al technologies and ethical standards.

&. Legal and Ethical Compliance

Ensure Al applications comply with all releval

T. Training and Education

* Provide ongoing training for staff on Al capabilties. Emitations, and ethical use.

= Encourage o unctional collaboration to maximize Al's benefits

= Promate a culture of responsible innovation.

Conclusion

Al offers transformative potential, but its power must be harmessed responsibly. By following these best

practices, we can ensure that our use of Al aligns with our values and serves the best interests of our

arganization and stakeholders

f you have questions or would Be to suggest additions to these guidelines, please reach out to [Contact

Person or Department]

reas such as hiring, finance, and

EXAMPLE |

* 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

Write a 250 word message to university staff about Al best practices.

(J) copilot @

Certainly! Here's a concise 250-word message tailored for university staff, emphasizing best practices for

using Al responsibly in academic and administrative settings:




Subject: Promoting Responsible Al Use Across Campus

Dear Colleagues,

As artificial intelligence (Al) continues to shape higher education, it's vital that we adopt responsible practices

to ensure its ethical and effective use across our university. Whether supporting research, enhancing

teaching, or streamlining operations, Al should be used in ways that align with our academic values and

institutional integrity.

Key Best Practices:

Transparency: Clearly disclose when Al tools are used, especially in student-facing applications or
decision-making processes.

Privacy & Security: Ensure all Al systems comply with data protection regulations and safeguard
sensitive information.

Bias Awareness: Regularly assess Al tools for potential bias and ensure equitable outcomes for all users.
Human Oversight Al should support—not replace—human judgment. Maintain accountability and
provide avenues for review or appeal.

Academic Integrity: Encourage responsible use of Al among students and faculty, particularly in research
and assessment contexts.

Training & Support: Provide ongoing education for staff on Al capabilities, limitations, and ethical

considerations.

By following these principles, we can harness Al's potential while upholding our commitment to fairness,

transparency, and academic excellence. If you have questions or would like to explore Al applications in your

area, please reach out to [designated contact or departmeni].

Thank you for your continued dedication to innovation and integrity.

Warm regards,

[Your Mame]

[Your Title]

[University Name]

EXAMPLE 2

* More relevant to our context

e Shorter

* Not specifically about
communications work.



EXAMPLE 3

As an approachable, knowledgeable expert on Al ethics, write a 250
word email message to university staff about Al best practices in

communications work.

(&) copilot ®

Certainly! Here's a 250-word email message written in an approachable and knowledgeable tone, tailored for

university staff working in communications:




Dear Team,

As Al tools become more integrated into our communications work—from drafting content to analyzing
engagement—it's essential we use them thoughtfully and ethically. These technologies can enhance
efficiency and creativity, but they also require careful oversight to ensure they align with our university’'s

values.

Here are a few best practices to keep in mind:

= Be Transparent: If Al-generated content is used in public-facing materials, disclose it when appropriate.

Transparency builds trust with our audiences.

= Maintain Human Oversight: Al can assist with writing, editing, and data analysis, but final decisions

should always be made by a human. Review all Al-generated content for tone, accuracy, and inclusivity.

= Protect Privacy: Avoid inputting sensitive or personally identifiable information into Al tools, especially

those hosted externally. Always follow university data protection policies.

= Watch for Bias: Al systems can reflect biases in their training data. Be alert to language or messaging

that may unintentionally exclude or misrepresent groups.

= Use Al to Enhance, Not Replace: Al is a powerful assistant, but it shouldn't replace the human voice,

creativity, or empathy that define our communications.

If you're exploring Al tools or have questions about responsible use, feel free to reach out. Let's continue to

innovate while upholding the integrity of our work.

Warm regards,
[Your Name]
[Your Title]

[University Name]

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.

=




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 Al tool?



EXAMPLE: GROUNDING IN A DOCUMENT

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

Today

Create an executive summary of the attached presentation. Faculty

of Medicine - Prompting Best Practices - Oct 2025.pptx

() copilot ©

Here's an executive summary of the presentation titled “Prompting Best Practices” delivered by Chelsea

Humphries for the Faculty of Medicine Al Foundations Series in October 2025:




EXAMPLE: GROUNDING IN A DOCUMENT

Here's an executive summary of the presentation titled
“Prompting Best Practices” delivered by Chelsea
Humpbhries for the Faculty of Medicine Al Foundations Series
in October 2025:

Executive Summary: Prompting Best Practices
This presentation is part of Memorial University’s Al
Foundations Series, aimed at enhancing Al literacy and
responsible use of generative Al 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 Al tools.
4.Evaluating Al 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 Al 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
eLinks to further reading on prompt literacy, Al evaluation, and
narrative documentation.
*Encouragement to explore Memorial Libraries’ Al guide.



EXAMPLE: GROUNDING IN A DOCUMENT

Here's an executive summary of the presentation titled
“Prompting Best Practices” delivered by Chelsea 3.Grounding Prompts

Humphries for the Faculty of Medicine Al Foundations Series *Use specific resources (e.g., uploaded documents, web links)
in October 2025: to reduce hallucinations and improve accuracy.

*Emphasizes privacy and copyright considerations when
sharina materialswith Al tools

Executij
This pre
Founda
responsi
professi
effectiv

Format summary for email.

(LLMs), (F) copilot @
evaluati
Key Th Here's a version of the executive summary formatted for email:
1.Prom
T

n.

Nt
tatements

as
AllelilLe]aiS Loy S Il M Ene e Elite *Warns against sharing sensitive or proprietary information in
generate contextually relevant responses, though not prompts
always replicable or direct. : : : :
. *Teases deeper exploration of data safety in the upcoming
2.CLEAR Framework for Prompting November session.

«Concise: Eliminate unnecessary details.
Resources and Tools

Logical: Ensure coherent structure. Links to furth di ¢ it Al evaluati q
Explicit: Specify format and scope. inks to further reading on prompt literacy, Al evaluation, an
narrative documentation.

«Adaptive: Refine based on results. e o | M 1 Libraries’ Al quid
*Reflective: Evaluate and improve prompts iteratively. ncouragement to explore viemorial Libraries Al gulde.




EXAMPLE: GROUNDING IN A DOCUMENT

Subject: Executive Summary — Prompting Best
Practices (Faculty of Medicine Al 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
Al Foundations Series (October 2025).

Focus of the Session:
Exploring effective techniques for interacting with
generative Al tools like ChatGPT and Copilot, with
emphasis on clarity, evaluation, and ethical use.

Resources:
Al Guide — Memorial Libraries
SIFT Method

*Narrative Statement Example

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 Al 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.



Summarize this into the 3 most important points

(&) copilot @
Here are the three most important points from the “Prompting Best Practices” presentation:

1. Use the CLEAR Framework for Effective Prompting

Prompts should be Concise, Logical, Explicit, Adaptive, and Reflective to improve the quality and

relevance of Al-generated responses.

. Ground Prompts in Reliable Sources
Referencing specific documents or links helps reduce hallucinations and ensures more accurate outputs.

Always consider privacy and copyright when sharing materials.

. Evaluate and Document Al Outputs
Use the SIFT method to critically assess Al responses, and document your prompts and results for

transparency, especially since outputs are not replicable.

Would you like this condensed version added to a slide or email draft?




A note:

Deep Research
functions require

greater detail and
specificity.




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.







NOTOOL 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.



ASK QUESTIONS

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?



SIFT THROUGH
YOUR OUTPUTS:

SIFT (The Four Moves) by Mike Caulfield



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.




The best practice is to

document your prompts and
Because the results outputs for transparency.

are not replicable:

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: | used MS Copilot to summarize my
slide deck into a brief executive summary.



Learn more
about narrative
statements:

https://crin.acrl.org/index.php/

crilnews/article/view/26548/344

82

Home Current Issue

Past Issues Publish Alerts About

Search

College & Research Libraries

Association of College & Research Libraries

Home = Vol 85, No 10 (2024) = Weaver

Kari D. Weaver

The Artificial Intelligence
Disclosure (AID) Framework

An Introduction

Kari D. Weaver is learning, teaching, and instructional design librarian at the University of Waterloo, email: kdweaver@uwaterloo ca.

© 2024 Kari D. Weaver

s artificial intelligence (Al) tools—particularly generative Al based in large language models—are becoming

widely available, their use across the varied contexts of education, work, and research must be negotiated.

The accelerating uptake of these tools is driving a range of conversations around transparency in the use of
these tools for various purposes.1

Within the contexts of education and research, and particularly within higher education, the citation has long been
the standard tool for providing transparency and connection in the transfer of ideas across scholars, framing of
arguments, and design of m-:athudnl-:)gies_2 Accordingly, as Al tools have grown in prominence, organizations that
publish style manuals and guides have provided citation guidance to address the use of Al-generated content to
inform education and research ;‘Jrac’[i(:e.3 The ACRL Framework for Information Literacy for Higher Education
reinforces this practice through the themes Information Creation as a Process and Scholarship as Conversation,
which directly address citation practices as an element of information Iil{—~,ra::15,f.4

Unfortunately, citations do not fully meet the needs of today’s Al-enabled world. Citations emphasize the fixed form
of a tangible 0utput.5 This is incongruent with today’s generative Al systems, where the specific interplay of prompt,
model, and model parameters creates a unique output that is not always repeatable, reproducible, or recallable,
depending on the technology. Citations also focus on the ideas posed by an author, whereas generative Al can
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Explore more in the
library’s guide on Al:

Memorial University Libraries
Research Tools » Using the Libraries v Our Libraries v About Us v Ask Us

MUN Libraries = Subject Guides = Generative Al -~ Home

Generative Al
A guide exploring generative Al tools, how they work, and how to critically evaluate their use.

Home ' About this guide
About this guide

o Generative Artificial Intelligence is having a major impact on the landscape of academia. This guide is intended to
Definitions inspire conversation about generative Al tools, support informed decision making regarding their use, and
Deciding to use encourage critical thinking and transparency when they are used. Generative Al tools can be powerful, but they
generative Al tools cnm_e_with myriad technical and ethical challenges, requiring critical human oversight, expertise, and active
participation.

Evaluating Al-generated
content

Ethical considerations

Citing generative Al

Additional resources



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.

o




Be specific in your
prompts, but not so

specific that you put

your security at risk.

o

Do not share personal or
proprietary information that
you would not want retained
or regurgitated by an LLM.



Be SPeCIfIC In your Do not share personal or
prompts, but not so proprietary information that

specific that you put you would not want retained
your security at risk. or regurgitated by an LLM.

o

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