TEACHING KIT
Using AI on the work you already have
One page to keep. Everything else is on the site.
What these things actually are
A large language model is trained on large amounts of text and other data, then generates tokens from patterns in that training and the context supplied. It can produce fluent language without verifying that each claim is true.
	IF YOU REMEMBER ONE THING
Very good at shape. Unreliable with facts.
Give it your facts and ask it for the shape, and it is genuinely useful. Ask it for the facts and you have built yourself a very persuasive liability.


The four things to try this week
1. Make it sound like you. Paste five emails you have actually sent and ask it to describe your writing voice. Save the answer. Paste it at the top of every writing request from now on.
1. Have it criticize your finished work. Take a document you finished and ask for the three weakest things about it. Ask for criticism specifically, because "is this good?" gets you flattery.
1. Watch it fail. Ask for three references on a topic you know well, then go and look them up. Do this once, deliberately, while nothing is riding on it.
1. Do one real thing. Use it on an email you genuinely owe somebody today. Real work, actually sent. That is where the value shows up or it does not.
The habit that makes it work
Bring the material. Your gap statement, your evaluation data, your last report, your notes, the guideline you already found. Then ask it to reorganize, summarize, critique, give you options, or write a first draft.
The mistake that costs people three months is treating it as a search engine that talks. It answers fluently whether or not it knows, and there is nothing in the tone to tell you which.


Before you paste anything
	NEVER
	CHECK FIRST
	GO AHEAD

	Patient information
	Aggregate evaluation data
	Your own writing and drafts

	360 or performance review content
	Unpublished program materials
	Published guidelines and literature

	Comments with names still in them
	Draft grant narratives
	Your objectives and templates

	Faculty disclosures before they are public
	QI and chart review findings
	Scenarios you made up yourself

	Anything in a grievance or investigation
	Anything you would not email out
	Public marketing copy

	Logins and passwords
	
	


Four questions, in order
Stop at the first one that gives you an answer.
1. Could a colleague read this and work out who it is about? Not "is there a name in it". Could they work it out?
1. Did someone give me this in confidence? The promise was yours to keep.
1. Does it belong to somebody else? Check the agreement first, not afterwards.
1. Am I in a tool my organization has approved? The difference is in the contract, not the software.
Three things I need to find out
	Tools approved here
	


	Cleared for confidential data?
	


	Who I ask when unsure
	



And one non-negotiable
Never let a tool supply a citation. Find the reference yourself and paste it in. You remain accountable for whether the content you put in front of learners is sound, and there is no version of "the AI wrote it" that moves that anywhere else.

My commitment this week
One real task, with a deadline:



Where to go next
1. The handbook: the 20-minute on-ramp, and the recipes.
1. If you coordinate CME: faculty email for the quick win, then evaluation comments for the big one.
1. If you write the accreditation reports: go straight to the outcomes report.
1. If you work in leadership development: rehearsing a hard conversation.
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