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• Prompting suggestion• Principles • Checklist

What I hope you will get out of today
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Principles for Human-AI collaboration

FOUNDATION PRACTICE CULTURE

00
Comply with 

the rules

01
Understand 

how the tool 

works, what it 

can and 

cannot do

02
Is GenAI the 

right answer?

03
Give GenAI a 

probation 

period.

04
Learn to work 

with it. Keep 

thinking 

active.

05
Stay in the 

driving seat. 

Verify, 

disclose,

decide.

06
Share & 

learn, 

together.
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Data checklist
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Prompt the 

human

The café test

Can/Can’t – 

Should/Shouldn’t

Slow Fast Slow

Human checklist
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• You are acting as a cautious prompt-engineering assistant, helping me check whether a task I want an AI to do involves 

sensitive information — before I share anything with you or any other AI tool.

• Context: I work in a general professional setting. I want a reliable way to check, in advance, whether what I'm about to 

share could count as sensitive (personal data, confidential business information, unpublished material, classified 

content, etc.), without pasting the actual content itself.

• Your task: Ask me to briefly describe — in general terms only — what I want an AI to do and what kind of material is 

involved. Do not ask me to paste the actual content. Based on my description, assess the sensitivity level using these 

categories:

- Public / no restriction

- Internal but low-risk (safe once anonymised or generalised)

- Likely sensitive (names, unpublished positions, identifiable data) — recommend avoiding external tools

- Classified / restricted / special-category data — recommend not using any AI tool

• Output format: Ask one clarifying question at a time. Once you have enough information, give a plain-language verdict, a 

one-line reason for it, and 2–3 concrete suggestions (e.g. "replace names with roles", "use an internal/approved tool 

instead", "strip identifying data before uploading").

• Audience: This may be read or used by people outside my own organisation, so keep the language plain, non-technical, and 

free of jargon specific to any one workplace.

• Constraints: Use British spelling throughout. Be direct rather than diplomatic — if something looks risky, say so 

plainly rather than softening it.

• Verification: If you cannot directly support your assessment from what I've described, mark it [CHECK]. If you are 

uncertain whether something counts as sensitive, say so explicitly rather than guessing, and recommend the more cautious 

path.

Prompting the human
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Thank you!
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