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Introduction to Artificial Intelligence for small charities course guidance

Additional notes and instructions to help you deliver the course.
Important!! 1. Share the slides as a PDF only
2. Do not upload the PDF to a public facing website e.g. your own website, Slideshare or anywhere that the slides can be embedded for public view.
3. You can share the PDF via your organisational One Drive or Google Drive shareable link for anyone, but remind them it must not be shared outside of the group in a public space
4. We are including guidance and notes in this document. You are free to copy and paste them to your downloaded PowerPoint notes if this is your personal preference for delivery.
5. Please add your logo to the title and end slides and remember to add Alternative Text (other images have Alt text or have been marked as decorative)
6. We’ve tried to make the session and resources as accessible as possible, but you should ask participants in advance if they have any access needs, and adjust delivery accordingly e.g. describe images out loud where important
7. Please do not delete hidden slides as this will change the slide numbering in this guidance. To hide or unhide right click on the slide.


Before your training 

1. Email the AI tools info handout with settings, data controls and pricing for different accounts and instructions for setting up a free Chat GPT account to participants
2. Suggest they have a look at the We and AI quiz in advance of the session (share link)
3. Set up your polls or quizzes where needed
4. Have all other docs ready to share e.g. exercise sheet, AI tools info handout and policy template so you can share either via links or uploading in Chat
5. Check the box “Share sound” (Zoom) or “Include sound” (Teams) when you first share your slides. This is usually a small check box in the top right of screen when you have first clicked the first share screen action but before you click on Share again. If you don’t do this, people will 
6. Have the session plan to hand so you can follow for timing and delivery reminders
Exercise: Your use of AI
Slide 4
There are two ways you can run ‘Where are you with your use of Ai’
1. Show the slide and ask people to write in chat
2. Create a poll
Showing the slide
If you are showing the slide, please be mindful that it is not anonymous. People may feel worried or embarrassed about their knowledge levels in front of their peers. 
You may wish to remind people that this is a beginner’s course and it’s OK if you have never used it before or are just starting out on your journey.
Timing: 2-3 minutes
Creating a poll
You can use poll tools such as Zoom polls, Mentimeter, Microsoft Polls (if using Teams) or Ahaslides. 
Some tools allow you to choose images as the answer options or upload an image and select a specific area of the image with a dot (e.g. Mentimeter). 
Timing: 2-5 minutes depending on tool choice. 
Recommend: Use the tool available in your meeting space e.g. Zoom poll or Teams poll.

Exercise: What is AI? True or False
Slide 6
The series of statements are all true apart from one option.
Option 1: Slide only quiz
1. Show the slide with numbered options
2. Read each option out loud
3. Remind people that it’s OK to get this incorrect! 
4. Ask people to write in chat (non-anonymous) the numbers they think are TRUE
5. Show the slide with the highlighted FALSE answer
6. Give an example for each one (see below)
Option 2: Poll or Quiz
It is best to show the slide and read out the options from 1 to 6. It helps people to make quicker choices when you launch the poll or quiz.
1. Show the slide with numbered options
2. Read each option out loud
3. Remind people that it’s OK to get this incorrect and that answers will be anonymous! 
4. Launch Zoom Poll or Teams Poll OR share a link in chat to the external quiz e.g. Mentimeter or Ahaslides (there are other tools available)
5. Tell them that you will give them 1-2 minutes to make their choices 
6. Share results briefly but don’t talk through
7. Show the slide with the highlighted FALSE answer
8. Give an example for each one (see below)
It will take a few minutes longer to allow people to click in the chat and move between screens. However, they need to be able to do this to take part in the practical exercises, so it’s a great time to check everyone is OK with moving around.
Polls will not reveal the correct answer for participants, but you are showing the results slide so it’s not important. 
Zoom offers a quiz option, as do tools such as Mentimeter if you wish to reveal the correct answer.
In person option
Mentimeter is a good option for in person choices. Remember to tell people to being their phones with them to the training. You may want to set up your own device for anyone that doesn’t have a phone with them.
If you are using your own device to pass round, look for the option to answer more than once.

Possible examples for the answers:
1. Useful tools that use algorithms: TRUE things like a social media feed, which analyses the things you click, watch and engage with to show you content it thinks you will want.

2. Faster than traditional software: TRUE Instead of spending an hour creating a poster it may take a few minutes.

3. Machines that can think just like humans: FALSE AI is trained across large data sets which can make it faster at some tasks within. But it doesn’t have all context, reasoning or emotional intelligence to make decisions. 

4. A virtual assistant: TRUE Think of Alexa/Siri and other Voice assistants in use today helping us find answers or plan our shopping. If you are directly working with AI, you can think of it as an online assistant helping you with everyday planning or generating useful content for your work.

5. Machines that learn how to process large amounts of data: TRUE machines using specific programming are processing all the words and numbers on the internet to provide answers and new content in common AI tools. In your workplace it could be asked to look at documents, reports and other information to create something new e.g. impact highlights.

6. Computer programmes that can perform tasks without humans: TRUE AI fraud detection systems are trained to look at your normal behaviours and spot suspicious activity, automatically blocking your card if needed.



Exercise: AI in use in everyday life (We and AI quiz)
Slide 9
You can hide this slide if you feel you will not have time for people to complete it. Particularly if you are running an in-person event. 
An alternative would be to share the link with people who have booked and suggest they take the quiz in advance of the session.
Recommended time: 2 minutes to complete. 
If you have time, you could ask for some quick reflections on any surprises.

Video: How AI works (traditional computing)
Slide 10
You can hide slides 10-11 if you do not want to play the 1-minute video (shortened after the trial sessions) about the differences between traditional software and conversation with AI tools.
Playing videos. Except for the CommonCraft explainer video, each video is preceded by a snapshot image and a link to the video. This helps you to introduce what’s happening next. The link is there for sharing the slides post training.
When you click onto the next slide you will need to click again on the video for it to start playing. This ensures you can see your controls at the bottom of the screen to move onto the next slide.
If there are any problems with the embedded video slides you can click on the video link in the intro slide, which will open it in your browser.

Prompt explainer
Slide 12
This is a quick description of what a prompt is. You can read this out and explain that we are now going to look at how AI analyses words to find answers or create new information.

Video: How AI works (Large Language Models (LLMs)
Slide 13
Play this 2min 35 secs video (by just clicking on the play arrow in the slide) to provide an overview of how LLMs work. 
You could ask for feedback from participants or ask a specific question e.g. Where does an LLM get the data it needs?


Exercise: Charity use of AI bingo
Slide 15
1. Show the numbered bingo slide
2. Remind people it’s OK if they haven’t used anything
3. Ask people to put the number in chat for any task they may have used AI for or would like to use AI for
4. Call out 2-3 participants to talk about their answers: what task did it help them with? Do they see a benefit in using it for the task?

Exercise: What is AI useful for? Scenario example
Slide 17
Now that your participants have a better understanding of what AI is, this is a chance for them to consolidate their learning, as well as starting to consider where human intervention and intelligence is needed or more helpful.
Breakout rooms
1. Groups of 4-6 enable small group discussions. Smaller groups may lead to less conversation, particularly when people have little experience
2. In adult learning, everyone has something they can offer, regardless of direct experience of AI. Mixed experience or confidence level groups are fine.
3. Tell your participants that it’s OK if you’re still not sure or don’t have experience of AI. You know your own work and what potential concerns might be, even if you don’t know the capabilities of AI tools.
4. Share the link to the exercise sheet PDF which includes the task description with your participants
5. Make sure people have opened the link before you open breakout rooms.
6. Suggest that if anyone is struggling or would like some quiet reflection time, they are welcome to join you in the main meeting space.
Feedback
1. Take one idea for a positive use of AI from each group
2. Open up to the whole group to suggest concerns

Trainer input
Slide 18 and 19
It’s not necessary to repeat everything on the slide that groups have already raised. It’s worth talking about comforting a carer in distress as the combination of emotional intelligence and physical presence or support is something AI is incapable of. It will reaffirm that they have a role at work that is highly valuable, regardless of AI use.
An example: A nurse bandages the arm of a crying child. The combination of a manual task with empathy and compassion is not replicable by AI.

Exercise: Commonly used AI tools
Slide 22
This is a quick welcome back after the break and a chance to encourage participation before inputting some of the details.
It doesn’t matter if there aren’t many answers – or Chat GPT is the most familiar!
Trainer input into commonly used AI tools 
Slide 22 AI tools grid:
1. Pink: common workspace tools
2. Teal: commonly used, sometimes role specific e.g. Canva is a commonly used tool for creating content such as social media posts, posters and other designs. It has AI features people may use without realising, such as background removal in photos
3. Mustard: Task specific tools e.g. Perplexity is often used for research of specific sources, Claude is well regarded by data analysts and LM Notebook can help ask questions of multiple sources you upload, including creating a Podcast to help you or others learn.

Exercise: Spot the mistakes
Slide 28 (first mistake slide)
This is a fast-paced exercise and not designed to generate long conversations. 
1. Let people know you’ll move through these quite quickly
2. There are some obvious mistakes, but they can also raise other questions about the outputs. NB – for the funding ask example, we had to purposefully refine the prompt to make the response extremely laid back and American in language!
3. There is an example of a follow up prompt and output for the photorealistic image of a group of LGBTQ+ young people if you’d like to show how you can start to improve outputs through further questions. This slide is currently hidden.
Timing: 
1. 2 minutes max per slide – the first two will be faster. 
2. If asking people to unmute to give further detail do this for the funding example or images which offer more interesting conversations.
3. You can skip either the mums pushing prams or CEO image if you are short on time


Exercises: DEMO and DO
Slide 37 (case study explainer slide)
The video overviews and demos use both Chat GPT and Co-pilot. You may choose to only use one tool for your training. 
However, the important thing to tell people is that they work in very similar ways. They will learn key skills that can work in different AI settings.
Each video is preceded by a snapshot image and a link to the video. This helps you to introduce what’s happening next. The link is there for sharing the slides post training.
When you click onto the next slide you will need to click again on the video for it to start playing. This ensures you can see your controls at the bottom of the screen to move onto the next slide.
If there are any problems with the embedded video slides you can click on the video link in the intro slide, which will open it in your browser.

Tool dashboards
1. Play both dashboard overviews (Chat GPT & Copilot)
2. Make sure people are now logged in and ready to start
3. Share the Exercise sheet in chat for anyone that would like to copy and paste prompts
4. Remind them they are welcome to try different prompts for their own work
  
Exercise: Generating ideas
This is an easy starter exercise. 
1. Play the video
2. Paste the exercise sheet PDF again in chat in case anyone can’t find it
3. Ask to input a prompt into the chat box in their chosen AI tool
4. Ask them to share back anything interesting e.g. good results or dubious / inaccurate ones

Exercise: Creating social media post copy
It doesn’t matter if creating social media is not a part of the participant’s role.
1. Play the video
2. Paste the exercise sheet PDF again in chat in case anyone can’t find it
3. Ask to input a prompt into the chat box in their chosen AI tool
4. An alternative is to ask it to produce poster text instead
5. Ask them to share back anything interesting e.g. good results or dubious / inaccurate ones

Exercise: Creating a graphic
Remember this is not for them to create a realistic photo but a graphic such as a poster using the colours from an uploaded photograph. 
Remind them not to upload photos of people from their work or a photo not taken from a free photo library. They can upload photos from their work with consent and using an appropriate licenced tool. But if in doubt, don’t do it!

1. Play the video
2. Point them to the image download in the exercise sheet. This will make it faster for them to follow the instructions.
3. You may need to demo how to download the file from Pixabay. 
4. Tell them these are licenced for download and sharing without payment or attribution, so they are safe to use.
5. Ask them to share back anything interesting e.g. good results or dubious / inaccurate ones
It takes a long time to search for images! 
Unless they have one immediately to hand that does not contain photos of the people they work with, it is best to use the practice images. Searching will make this task longer than necessary.
Images for download:
Curry/stew
https://pixabay.com/photos/meal-dish-pan-cooking-food-dining-5541160/  
Image by startmp0313 on Pixabay
Lasagne
https://pixabay.com/photos/lasagna-cheese-tomatoes-noodles-1900529/ 
Rita E on Pixabay

Exercise: Creating guidelines
Remember this exercise is to show how you can specify particular websites / pages for your AI tool to reference. 
1. Play the video
2. Paste the exercise sheet PDF again in chat in case anyone can’t find it
3. Ask to input a prompt into the chat box in their chosen AI tool
4. Remind them they are welcome to try for something relevant in their own work or just to reuse the prompt
5. Ask them to share back anything interesting e.g. good results or dubious / inaccurate ones

Optional Exercise: Analysing data
It is unlikely you will have time for this exercise in a 3-hour course. But instead you can just play the video to show how AI can analyse a simple dataset.
However, it could be a useful addition if you are running the course in two parts or have extended the time of the course because you are in-person. We have provided the Excel data sheet so that you could share with participants.

Writing better prompts
Slide 52
You do not have much time for this slide. It’s really a reminder that the more information you can give AI the better your output will be. 
This level of detail is not needed for all tasks.

Safe use of AI
Slide 55 (introduction)
In the introduction to safe use of AI it’s important to stress that although AI tools have inherent problems there are also safety features. 
A good example from earlier in the session is AI fraud detection, which keeps our bank accounts safe from suspicious activity.
“Be a good human” is the natural language way Canva explains use of its AI features. This slide helps you move onto suggesting there are things we can all do to ensure we use AI in a safe and informed way.

Exercise: Spot the concern
Slide 57 (first concern)
These concerns are designed to show participants that they have existing knowledge about their work that they can apply to AI capabilities. They do not need to know every AI feature to make some confident decisions about what to do and not to do. 
1. Show the concern slide
2. Tell people that the image is a decorative aid
3. When you have a couple of answers in chat you could start to read them out
4. Call on anyone to speak about their answer if appropriate or to seek further clarification
5. Show the results slide
6. You do not have to read out all of the bullet points. It might be quicker and more productive to pick out anything that people didn’t mention. An alternative is to hide this slide and refer to your notes.
7. If you hide results slides, remember to unhide them before sharing a PDF after the training.

Don’t and dos: using AI at work
Slide 69
This is a summary slide of the issues that will have been raised in Spot the Concern. 
We have added being intentional and environmental impact in this slide (it was raised when talking about using AI for everything). If you would like to expand on any of these points you are free to do so.
If you talk about the big picture of AI bias, environmental damage or other wider problems with AI please do not spend too long talking about it. 
Although an organisation may decide that they do not wish to use AI for any, or limited, purposes, there are many aspects of AI that are beyond any one person or organisation’s control.

Exercise: What would you like to include in policy or guidance for you and your team?
Slide 71
This is a chance to summarise some of the key points discovered during the training.
1. Small group breakout discussion – you can vary the size of the group: it would also work in pairs as it is a short time. It doesn’t matter what stage people are at in their policy development.
2. Feedback – this will depend on time. You could take one idea from each group.
3. Now share the link to the PDF template and give them a couple of minutes to scan. They don’t need to read it word for word. They will see the dos and don’ts replicated from the earlier slide.
4. You can also suggest that there are further resources available at the end of the slide deck. You can also send them the Word version of the template post session.

Next steps and Resources
Slide 74
Agentic AI
The example is not designed to scare anyone! It’s a chance to show that there are different kinds of useful AI and machine learning, not just generative chat tools. And that simply, generative AI can be combined with automation technologies to streamline time consuming tasks. Not all tasks will lend themselves to this approach, but many will!

Resources
Slide 75 is a set of standardised resources to share. However, there is also a hidden resources slide for you to add your own or local resources that you feel may be useful.
You may also wish to add details of your own next steps training.
You can send a Word copy of the policy/guidance template post session so that participants can amend and use.

Feedback
Slide 78 (share one thing in chat)
We often ask people to share one thing they’ve learned or an action they will take in Chat so that they feel a positive action is possible as well as for us to assess what the key takeaways are, and for other participants to see too. (You can of course also use other tools e.g. Mentimeter or if it’s a smaller group, do a ‘round robin’ asking people to come off mute and share verbally).
It’s optional.
As is sharing a link to the feedback form in the session. It can be useful to ask people to at least click on the link and open it before leaving the event. However, you may choose to hide the feedback slides altogether. Or just share a link to the evaluation form in a follow up email when you share the slides and other resources. 
We have included the questions we used in the trial session’s feedback survey. Please use these the first time you are running the session in Feb 2026.
You may or may not also want to share the Chat (e.g. if in Zoom) in its entirety or to pick out any useful resources / examples shared by the group, where appropriate.

This training was co-designed by NAVCA and Superhighways (part of Kingston Voluntary Action), working with 6 local infrastructure organisations, and funded by Include+
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