Your First Week with AI — Five-Day Checklist
Back in the Room Education · AI & Digital Learning Hub
One small step a day. By Friday you’ll have used an approved tool safely and know what to try next.

Day 1 — Watch and read
See a demonstration of an approved AI tool and read your organisation’s AI policy. Note who approves tools and who handles data protection.
Done: ☐    Notes: ______________________________
Day 2 — Draft something low-stakes
Use an approved tool to draft a generic class reminder. No names, no personal data, nothing that identifies a learner.
Done: ☐    Notes: ______________________________
Day 3 — Improve the prompt
Add audience, level and format to your prompt and compare the two outputs. Which is closer to usable?
Done: ☐    Notes: ______________________________
Day 4 — Verify
Ask for five facts in a topic you know well. Check every one against a source you trust. Note what was wrong.
Done: ☐    Notes: ______________________________
Day 5 — Choose one small task
Pick one small teaching task for next week where AI might help. Plan it, use it, and reflect: did it help?
Done: ☐    Notes: ______________________________
Reflection
What worked? What didn’t? What will you try next — and what will you never type into a tool?
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