
Introduction to 
AI: Unlocking 
Efficiency at 
Work

Generated with AI ∙ February 22, 2024 at 2:43 PM

https://copilot.microsoft.com/images/create/416559402/2-65d7b1ef7fee435896f7590fa39a8353?id=053rrtfcY%2fTExQHwBMjK6w%3d%3d&view=detailv2&idpp=genimg&idpclose=1&genimgbce=1&thId=OIGBCE2.O4n29MRdjT5if.4FJstu&FORM=SYDBIC


Introductions
Kelly Johnson, Speaker
 - Technology Integration Coordinator, TOSA, 
Glen Ellyn School District 41

Name: Ryan Berry, Moderator
 - Chief School Business Official, Skokie SD 68



Background

10

19

3

6

25

Years in 
Education

Degrees
•BS Management
•MA Teaching
•MA Administration

Years as National 
Board Certified 
Teacher -  CTE

Teaching Software

Years in 
Gov’t & Education 

Consulting



What is Artificial Intelligence?

Privacy & Safety

Prompting

Agenda



Reacting to AI (Where are you?)

https://giphy.com/clips/theoffice-the-office-peacock-tv-show-G96zgIcQn1L2xpmdxi

Terrified Not freaking 
out, but not 
sure either

I have lots of 
questions 

before I begin

Excited to try it

https://giphy.com/clips/theoffice-the-office-peacock-tv-show-G96zgIcQn1L2xpmdxi


What is AI?

Artificial intelligence 
leverages computers 
and machines to mimic 
the problem-solving 
and decision-making 
capabilities of the 
human mind.

https://www.ibm.com/topics/artificial-intelligence

https://www.ibm.com/topics/artificial-intelligence


Past Fear



AI Timeline



Anyone use these?

https://practicaldistributism.blogspot.com/p/thomas-storck.html
https://www.pngall.com/netflix-png/
https://www.pngall.com/google-maps-png/


3 Types of AI

Bringing AI to School: Tips for School Leaders. International Society for Technology in Education. (2023, July). 
https://craftcms-live-95s-media.iste.org/Bringing_AI_to_School-2023_07.pdf

https://craftcms-live-95s-media.iste.org/Bringing_AI_to_School-2023_07.pdf


ChatGPT Launched

https://www.businessofsuccess.co.uk/blog/2023/1/10/what-is-chatgpt

https://www.businessofsuccess.co.uk/blog/2023/1/10/what-is-chatgpt


ChatGPT

Chat A “chatbot”

Generative that responds with content

Pre-trained from the data from which it learned

Transformer in a format different from the original sources.





AI Training

Imagine a box 
of Legos…

Each Lego represents a 
small piece of 
information that the 
computer has learned 
from studying a bunch 
of examples…

Give it a prompt like 
"create a tree," and it 
starts piecing 
together the Legos to 
make an example of 
what it has previously 
learned about trees.

It keeps trying different 
combinations until it comes 
up with something that looks 
like what it has learned about 
a “tree.”

Eric Santos - Source

https://docs.google.com/presentation/d/1Uu-Xf9qdwKDQsAX0scv1OH4zog_nJI2wDTKeOF289-w/edit#slide=13


Matt Miller wrote “This version of 
ChatGPT is the weakest, most 
rudimentary artificial intelligence of its 
kind our students will ever use.”

Holly Clark called it the "Commodore 64 
of AI" -- a technology that was 
revolutionary at the time but is now seen 
as antiquated and obsolete.” (source)

Commodore 64 of AI

https://ditchthattextbook.com/ai/#:%7E:text=Students%20will%20have%20to%20learn%20how%20to%20navigate%20life%20with%20AI.


Exponential Growth of Technology



Generative AI Chatbots

Deep-learning models that can generate high-quality 
text, images, and other content based on the data they 
were trained on.

https://www.ibm.com/topics/artificial-intelligence

https://www.ibm.com/topics/artificial-intelligence


Potential Risks

Potential Benefits

Potential Benefits & Risks of Using AI in Education

Content
development and 
differentiation

Assessment design 
and timely, effective 
feedback

Tutoring and personalized
learning assistance

Aiding creativity and 
collaboration

Operational  and 
administrative 
efficiency

Misinformation, 
errors, and academic 
dishonesty

Overreliance and loss 
of critical thinking

Compromised student 
privacy and 
unauthorized data 
collection

Diminished student 
and teacher agency 
and accountability

Societal bias and lack 
of cultural sensitivity



Every teacher 
now has an 
assistant!
Ditch That Textbook

https://ditchthattextbook.com/ai-edu/


“82% of leaders 
say their 
employees will 
need new skills to 
be prepared for 
the growth of AI.” 
(Will AI Fix Work?)

https://www.microsoft.com/en-us/worklab/work-trend-index/will-ai-fix-work


AI’s Impact 
on 
Productivity, 
Creativity & 
Time.
Article
What Can Copilot’s Earliest 
Users Teach Us About 
Generative AI at Work?

https://www.microsoft.com/en-us/worklab/work-trend-index/copilots-earliest-users-teach-us-about-generative-ai-at-work
https://www.microsoft.com/en-us/worklab/work-trend-index/copilots-earliest-users-teach-us-about-generative-ai-at-work
https://www.microsoft.com/en-us/worklab/work-trend-index/copilots-earliest-users-teach-us-about-generative-ai-at-work


States Lack Formalized AI Initiatives

Source: 2023 State EDTech Trends Report

Only 2% of state 
edtech leaders say 
their state has an AI 
initiative.



Few US States Provide 
Guidance on AI (Sept 2023)

Source: CRPE Source: CRPE

https://crpe.org/ai-disrupt-ed-13-states/
https://crpe.org/new-state-ai-policies-released-inconsistency-and-fragmentation/


Prompting

• A prompt is a set of instructions or a question given to a 
chatbot to generate a specific response or output.

Reminders
• Chatbots will continue to learn as more data becomes 

available
oAll prompts or data inputs become part of it’s learning
 Proprietary data has been lost due to this through human 

mistakes



Generative AI for Education

Chatbots 

Education Specific AI Tools (Filtered Prompts)

MagicSchool

ChatGPT Google Gemini Microsoft CoPilot Claude

Eduaide SchoolAI Curipod Diffit

insidr.ai Tools Directory

https://www.magicschool.ai/
http://chat.openai.com/
https://gemini.google.com/
https://copilot.microsoft.com/
http://www.eduaide.ai/
http://schoolai.com/
https://curipod.com/
http://web.diffit.me/
https://www.insidr.ai/ai-tools/


Filtered Prompts



Chatbots



[task] [context]

Prompt Example

Write a job description for a Business Manager for a public school 
district.



[task] [context] [persona]

Prompt Example

You are the Assistant Superintendent for Finance, Facilities, and 
Operations. Write a job description for a Business Manager for a public 
school district. Write the description in a professional tone. 

[tone]




Captured with Snagit 2023.2.2.636  
Webcam - \\?\usb#vid_05c8&pid_03dc&mi_00#7&22057267&0&0000#{65e8773d-8f56-11d0-a3b9-00a0c9223196}\global  
Microphone - Microphone (Realtek(R) Audio)  
app: Google Chrome  
appVersion: 122.0.6261.129  
appCompany: 

ChatGPT - Google Chrome





Job Description PDF

https://drive.google.com/file/d/11nmLttcRLrAkUoVWdyHJNsgv-n3UKU8A/view?usp=drive_link

Copilot - Google Chrome





[task] [context] [persona] [format]

Prompt Example

You are the Assistant Superintendent for Finance, Facilities, and 
Operations. Write a job description for a Business Manager for a public 
school district. Write the description in a professional tone. Use this 
existing job description as an example format and style: [paste 
example]

Follow-up Prompt
Write 10 interview questions based on the job description.

[examples] [tone]

ChatGPT Response

https://chat.openai.com/share/7b15f026-b747-424d-ba45-64684940efc0



Captured with Snagit 2023.2.2.636  
Webcam - \\?\usb#vid_05c8&pid_03dc&mi_00#7&22057267&0&0000#{65e8773d-8f56-11d0-a3b9-00a0c9223196}\global  
Microphone - Microphone (Realtek(R) Audio)  
app: Google Chrome  
appVersion: 122.0.6261.129  
appCompany: 

ChatGPT - Google Chrome






Copilot - Google Chrome





[task] [context] [persona] [format]

Prompt Example

You are the director of finance for a small public school 
district. Write a board report explaining the need to partner 
with other small districts for contracting with special 
education transportation services. Write in a professional 
tone. Use the following board report as an example format 
and style: [paste example] 

[examples] [tone]



[task] [context]

Prompt Example

You are a 6th grade STEM teacher. Write a lesson about catapults 
including the history of catapults, parts of a catapult and hands on 
activities. The lesson should follow 5E Model of Instruction includes 
five phases: Engage, Explore, Explain, Elaborate, and Evaluate. 

Follow-up prompt
Using Webb’s Depth of Knowledge, provide 4 activities for each DOK 
level.

[persona] [format]



[task] [context] [persona] [format]

Ask the Chatbot for the Prompt Used

After several follow-up prompts – You get what you wanted.

Ask the chatbot:
What prompt did you use to generate that result?

[examples] [tone]



• Protect Student Data
• Protect Staff Data
• Comply with laws such 

as FERPA (Family 
Educational Rights and 
Privacy Act)

This Photo by Unknown Author is licensed under CC BY

Privacy & Safety

https://www.tahr.org.tw/content/2739
https://creativecommons.org/licenses/by/3.0/


Both Parents and Students are Concerned about their 

Data Privacy

Source: Center for Democracy and Technology



• It’s the law! (FERPA)
• Stored by the company 

running that tool.
• Data could be used to 

train future AI tools.

Why Not Share Data 

This Photo by Unknown Author is licensed under CC BY-NC-ND

Think of AI chatbots as 
Public Data Warehouses!

https://jpralves.net/post/2019/04/04/advance-boosts-efficiency-of-flash-storage-in-data-centers.html
https://creativecommons.org/licenses/by-nc-nd/3.0/


What Not to Share
Personally 
Identifiable 
Information (PII)

Names, addresses, phone numbers, email addresses, social security 
numbers, student identification numbers, birth dates

Educational Records Grades, transcripts, class schedules, disciplinary records, disabilities, 
and IEPs

Health Information Medical records, health conditions, allergies, medication 
information, therapy records

Financial 
Information

Family income, financial aid information, bank account details

Behavioral or 
Disciplinary Records

Disciplinary actions, behavior reports, counseling records

Photos or Videos Images or recordings of students without explicit consent
Communication Logs Personal messages, emails, and communication with parents or 

guardians
https://www.controlaltachieve.com/2024/03/ai-tools-and-student-data-privacy.html

https://www.controlaltachieve.com/2024/03/ai-tools-and-student-data-privacy.html


Train Teachers & Staff to Protect Data

• Remove All Personally Identifiable 
Information (PII)
• Placeholders - [Student], [Email address]

• Generalize Information
• Hypothetical Scenarios



Hallucinations - AI makes stuff up

• Evaluate for accuracy
• Chatbots can generate fake information by incorrectly 

piecing together real information or event



Bias

When using ChatGPT, creating flips to the bottom

Students/Teachers must

● Evaluate the information
● Analyze it for bias
● How can you apply it?



Tips for School Leaders

1. Encourage Exploration

2. Provide Training

3. Spotlight Success

4. Host Conversations
5. Set the Right Conditions (School 

policies & ethical use)



AI Resources
Great video overview of AI explained - Generative AI in a Nutshell - how to survive and thrive in the age of AI

AI Newsletters – The Rundown AI, The Neuron, The AI Educator

AI for School Leaders
• AI in K12

• RTM Blueprint for District Leaders
• Links to AI Tools for Leaders/Administrators

• AI Could Save School Districts Time and Money—If They Use It Correctly
• Introducing Microsoft Copilot for Finance: Transform finance with next-generation AI in Microsoft 365
• Bringing AI to School: Tips for School Leaders
• White House: Blueprint for an AI Bill of Right
• An Ethical Framework for AI in Education
• How to Enact an AI Policy in Your K–12 Schools
• (If You) USEME-AI - A Draft Model For Adapting to AI in Schools

https://www.youtube.com/watch?v=2IK3DFHRFfw&ab_channel=HenrikKniberg
https://www.therundown.ai/
https://www.theneuron.ai/
https://www.theaieducator.io/
https://sites.google.com/view/aik12/home
https://cdn2.me-qr.com/pdf/20582219.pdf
https://sites.google.com/view/aik12/links-to-ai-tools/for-leadersadministrators
https://www.edweek.org/leadership/ai-could-save-school-districts-time-and-money-if-they-use-it-correctly/2023/08
https://www.microsoft.com/en-us/microsoft-365/blog/2024/02/29/introducing-microsoft-copilot-for-finance-transform-finance-with-next-generation-ai-in-microsoft-365/?utm_source=www.therundown.ai&utm_medium=newsletter&utm_campaign=gpt-5-is-getting-a-body
https://craftcms-live-95s-media.iste.org/Bringing_AI_to_School-2023_07.pdf
https://www.whitehouse.gov/ostp/ai-bill-of-rights/
https://www.buckingham.ac.uk/wp-content/uploads/2021/03/The-Institute-for-Ethical-AI-in-Education-The-Ethical-Framework-for-AI-in-Education.pdf
https://edtechmagazine.com/k12/article/2023/07/how-enact-ai-policy-your-k-12-schools
https://learn.wab.edu/innovation/ai/useme-ai


AI Resources
•ChatGPT Through an Educator’s Lens
•The Artificial Intelligence (AI) for K-12 initiative (AI4K12)
•Artificial Intelligence and the Future of Teaching and Learning
•AI is for Everyone, Everywhere
•Ditch That Textbook AI Resources
•ISTE – AI in Education
•Elementary Resources, Secondary Resources
•Teaching with AI
•Teach AI
•Day of AI
•aiEDU - The AI Education Project (Curriculum)
•DAILy Curriculum
•AI Snapshots: 180 Warm-ups for Core Classrooms

Prompting
•AI for Education Prompt Library
•The Rundown AI - Get Started with AI: A Beginner's Guide (Chapter 1)
•ChatGPT: Zero to Power User Cheat Sheet
•A Teacher’s Prompt Guide
•50 Awesome ChatGPT Prompts

https://docs.google.com/presentation/d/1WeORhcE2tFOjI92MEMdYZK4wdBHVFOnVzrcc6rj1Pio/present?slide=id.ga778454a28_0_111
https://ai4k12.org/
https://www2.ed.gov/documents/ai-report/ai-report.pdf
https://www.edsurge.com/research/guides/ai-is-for-everyone-everywhere
https://ditchthattextbook.com/category/artificial-intelligence/
https://www.iste.org/areas-of-focus/AI-in-education
https://sites.google.com/ecolint.ch/aiineducation/resources/primary-elementary-school-resources
https://sites.google.com/ecolint.ch/aiineducation/resources/intermediate-secondary-school-resources
https://openai.com/blog/teaching-with-ai
https://teachai.org/
https://www.dayofai.org/
https://aiedu.org/curriculum
https://raise.mit.edu/daily/index.html
https://docs.google.com/presentation/d/1zvw31nKgW8Olj0IS2ZHiIp1RFEw7jJGiqAQbJwHPCG4/edit#slide=id.g1211f9ce7a2_0_282
https://www.aiforeducation.io/prompt-library
https://www.therundown.ai/c/ai-tools-course-chapter-1-chatgpt
https://assets-global.website-files.com/6448e9681edf2806b1318b9a/64803c227443fa45bc3320c1_ChatGPT%20Zero%20to%20Power%20User.pdf
https://drive.google.com/file/d/15qAxnUzOwAPwHzoaKBJd8FAgiOZYcIxq/view
https://drive.google.com/file/d/15Vuph_idZHAdqfIPyEzQkQAThnVvaKCn/view


Questions and Answers
We thank you for your time!
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