
Introduction to 
Artificial Intelligence
For small charities and community organisations

Superhighways logo

https://superhighways.org.uk/


What we will 
cover today

1. What is Artificial Intelligence (AI)
2. Small charity use
3. Practical exercises
4. How to stay safe
5. Policy and guidance
6. Next steps and useful resources





What is artificial 
intelligence and 
machine learning?



True or 
false?

Which of the 
statements 

are true? 

Tick as many 
as you think 
are correct!



Technology you can use to produce 
documents, images and designs 
quicker than searching the internet 
or using traditional software 

Machines that learn how to 
process large amounts of data, 
including text and numbers, to 
produce new information.

Useful tools that use algorithms to 
process information to find solutions 
to specific tasks.

A virtual assistant you can hold a 
conversation with to help with 
everyday tasks.

3. Machines that can think, 
communicate and make 
judgements across multiple tasks 
and contexts, just like human beings.

Computer programmes that can 
perform tasks and accomplish goals 
on behalf of an individual or another 
system without human intervention.



How are we 
using AI in our 
everyday lives? 
Take this quick quiz 
from We AI

https://weandai.org/quiz/


To create new content with an AI tool, ask it a question 
called a ‘prompt.’ 

If the response isn't quite right, you can use follow-up 
prompts to improve it and refine the output.

How to start using an AI tool



How does AI work?

Common 
Craft 
Explainer: 
Watch 
here

https://youtu.be/sg_fuEzFw0g?si=8MkL18jLjzI7IFMw
https://youtu.be/sg_fuEzFw0g?si=8MkL18jLjzI7IFMw
https://youtu.be/sg_fuEzFw0g?si=8MkL18jLjzI7IFMw
https://youtu.be/sg_fuEzFw0g?si=8MkL18jLjzI7IFMw
https://youtu.be/sg_fuEzFw0g?si=8MkL18jLjzI7IFMw


How can small 
charities use AI?



How could you be using AI?
1) Suggest better 
questions for a 

survey

2) Grammar check a 
funding application 

and reduce the word 
count

3) Translate 
materials into other 

languages

4) Reword emails to 
be softer and more 

diplomatic

5) Summarise a long 
report, picking out 

key points

6) Create an impact 
blog post based on a 

report to funders

7) Summarise an 
online meeting

8) Create content for 
social media posts 
including images

9) Brainstorm 
activities for a new 

training session

Who’s doing what 
already?!



What is AI useful for?
And not!



What could AI be 
useful for? 
Or not?
Imagine you run a small 
charity supporting carers.
✓ Adult and young carers
✓ Serving diverse 

communities
✓ Stretched staff team of 

five with mixed digital skills
✓ Volunteers helping with a 

range of projects

Discuss in small breakout groups and feedback



Can AI help?

Useful Not useful
✓Creating posters
✓ Planning events
✓Creating social media posts
✓ Structuring the annual report
✓ Summarising meeting notes
✓ Finding needs data for funding bids
✓ Answering routine queries on benefit 

entitlements
✓ Analysing feedback form data
✓Managing your in-box

x Comforting a carer in distress at your 
drop in

x Creating truly diverse images
x Giving current accurate welfare benefits 

information
x Understanding varied accents in 

transcribed case notes
x Spotting a safeguarding issue



Can AI help?

Artificial Intelligence Human beings

✓Creating drafts
✓Summarising
✓Creating new content
✓Admin functions

✓True creativity
✓Empathy
✓Full context
✓Critical thinking
✓Considering own bias and 

prejudices
✓Physical / manual ability



AI makes mistakes



Spot the mistake
Prompt:
“List all capital cities in the 
world with a Z in it.”

What has it included?
What would you tell it to do 
next?



Spot the mistake
Prompt:
“Can you create a brief 
infographic outlining 4 key AI 
tools available including 
Copilot”

What’s incorrect in this 
sample taken from the 
infographic?

What would you advise the AI 
tool to do next?



Spot the mistake
Prompt:
“Looking at our website 
www.superhighways.org.uk 
provide an answer to this 
funding application question 
"Why should we fund you to 
support VCSE organisations in 
England with digital?”

What’s not quite right?

What would you ask the AI 
tool to do next?

http://www.superhighways.org.uk/


Spot the mistake
Prompt: 
“Can you create a photo of 
two young mums pushing 
their prams in a London park”

What’s the mistake here?
What would you do to 
improve the prompt?

Canva nonprofit Teams account



Spot the mistake
Prompt: 
Please can you create a 
photo realistic image of a 
CEO of a local charity writing 
a funding bid?

What mistake can you see?
Is there anything you would 
ask the AI to change?

Chat GPT free account



Spot the mistake
Prompt: 
“Can you produce a 
photorealistic image of a 
group of LGBTQ+ youth 
talking in a cafe in 
Manchester?”

What mistake can you see?
Is there anything you would 
ask the AI to change?

Chat GPT free account



AI tools



Commonly used AI 

ChatGPT Copilot Gemini

Otter Canva Meta AI

Perplexity Claude LM 
Notebook

Next steps / more 
specific tools

Inbuilt within other 
tools / platforms

Entry level 
mainstream / 

workplace tools



Choosing your AI tool

AI tool A good place to start if you are a…
Microsoft Copilot Microsoft 365 user

Google Gemini Google Workspace user. Also integrated with Android 
for smartphone use

Chat GPT Anyone but consider a business account for data 
control

✓ Has your organisation approved it for use?
✓ Does it give you useful responses that will help you in your work?
✓ Is it easy to use?
✓ Is it useful within a specific context e.g. Meta AI to create social media posts?
✓ Does it sit within my existing workplace system e.g. Microsoft or Google?



CoPilot (free) v CoPilot (paid)



Copilot Chat 
(part of your M365 
subscription)



* Slide from 'Microsoft 365 Copilot QuickStart Training for 
Nonprofits: Learn to integrate Microsoft 365 Copilot in your work' 



Introducing prompts

Define
1. Expertise you need
2. Your task
3. Objective 
4. Relevant context
5. Output/format you want

Copilot tutorial: What is a 
prompt? - Microsoft Support

Talk to it
✓ For this task act as an expert in…
✓You will need to be…
✓Your task is to…
✓Be aware of…
✓Our audience is…
✓ Include/exclude…
✓Give me the output in this format…

https://support.microsoft.com/en-us/topic/copilot-tutorial-what-is-a-prompt-991e832f-caaf-41e0-a0d6-b97e6a467a20
https://support.microsoft.com/en-us/topic/copilot-tutorial-what-is-a-prompt-991e832f-caaf-41e0-a0d6-b97e6a467a20
https://support.microsoft.com/en-us/topic/copilot-tutorial-what-is-a-prompt-991e832f-caaf-41e0-a0d6-b97e6a467a20
https://support.microsoft.com/en-us/topic/copilot-tutorial-what-is-a-prompt-991e832f-caaf-41e0-a0d6-b97e6a467a20


* Slide from 'Microsoft 365 Copilot QuickStart Training for Nonprofits: 
Learn to integrate Microsoft 365 Copilot in your work' 



* Slide from 'Microsoft 365 Copilot QuickStart 
Training for Nonprofits: Learn to integrate 
Microsoft 365 Copilot in your work' 



* Slide from 'Microsoft 365 Copilot QuickStart 
Training for Nonprofits: Learn to integrate 
Microsoft 365 Copilot in your work' 



Suggested Copilot prompts

Copilot Prompt 
Gallery

https://copilot.cloud.microsoft/en-US/prompts/all?ocid=CopilotLab_M365Chatofficeweb&createdBy=CreatedByAll
https://copilot.cloud.microsoft/en-US/prompts/all?ocid=CopilotLab_M365Chatofficeweb&createdBy=CreatedByAll


* Slide from 'Microsoft 365 Copilot QuickStart 
Training for Nonprofits: Learn to integrate 
Microsoft 365 Copilot in your work' 

Copilot tutorial: 
What makes a 
good prompt? - 
Microsoft Support

https://support.microsoft.com/en-us/topic/copilot-tutorial-what-makes-a-good-prompt-91c44bd6-e7d8-4c82-9b1d-8e8a1834354d
https://support.microsoft.com/en-us/topic/copilot-tutorial-what-makes-a-good-prompt-91c44bd6-e7d8-4c82-9b1d-8e8a1834354d
https://support.microsoft.com/en-us/topic/copilot-tutorial-what-makes-a-good-prompt-91c44bd6-e7d8-4c82-9b1d-8e8a1834354d
https://support.microsoft.com/en-us/topic/copilot-tutorial-what-makes-a-good-prompt-91c44bd6-e7d8-4c82-9b1d-8e8a1834354d
https://support.microsoft.com/en-us/topic/copilot-tutorial-what-makes-a-good-prompt-91c44bd6-e7d8-4c82-9b1d-8e8a1834354d


Demo and Do



Either find Copilot from your M365 landing page 
(www.office.com) after signing in

Or if using any of your M365 apps in the 
browser – click the App launcher and 
select or search for Copilot

Opening Copilot

http://www.office.com/
http://www.office.com/


AI in practice with 
Care Eat Share
Care Eat Share is a fictional 
community cooking project 
in Plymouth that brings 
residents together to cook 
and share a meal. 
We’ll demo how you can use 
AI to produce social media 
posts, graphics, guidelines 
and more. 
Then you’ll try.



DEMO
Let’s take a look at 
how you can 
navigate Copilot 
and find out more 
about data security 
features.
Link to video

https://youtu.be/DXJ7J_r46bg




DEMO
You can use 
ChatGPT and other 
AI tools to generate 
ideas for your work.
Link to video

https://vimeo.com/1160157687/6762e09918?share=copy&fl=sv&fe=ci




DEMO
Learn how to create 
text for your social 
media posts.

Link to video

https://vimeo.com/1160159858/21ed82d12a?share=copy&fl=sv&fe=ci




DEMO
Learn how to create 
a graphic using a 
file upload 
alongside your 
prompt

Link to video

https://vimeo.com/1160161183/d0ddfa97af?share=copy&fl=sv&fe=ci




DEMO
Create guidelines or 
other information 
by referring to 
relevant websites.

Link to video

https://youtu.be/Qxz_vCWucuc




DEMO
Learn how to 
analyse feedback 
data using AI.

Link to video

https://youtu.be/cXrYNrVRXco




Safe use of AI



How AI systems try to be safe
‘Guardrails’ are specific safety features built into AI systems.
They help to prevent things such as:

✓Personal data being shared outside of the system
✓Producing discriminatory or harmful content
✓Phishing scams and other cyber security problems
✓Manipulation by an end user

But they are not perfect. AI often reflects existing bias. Mistakes 
also happen through incorrect application of the guardrail.



You are also a 
‘guardrail’

“Be a good human”
 Canva AI acceptable use policy

How can you be the “human in the loop” and 
make sure that AI is working correctly and 
safely for you?

Please write your answers to the following 
examples in chat.

https://www.canva.com/policies/acceptable-use-policy/


Concern?
A project worker is uploading 
non-anonymous survey 
responses to their free Chat 
GPT account.



Concern?
A project worker is uploading 
non-anonymous survey 
responses to their free Chat 
GPT account.

✓ Redact personal data e.g. name, email 
address 

✓ Use a premium (paid for) account
✓ Check how sensitive the responses are 

(will someone’s identity be 
unintentionally revealed)

✓ Are you using an account that has been 
set up with a personal or work email?

✓ Record your prompts and keep a record 
of responses as an audit trail for insights 
drawn and decision making



Concern?
You are looking for useful 
external data to include as 
evidence in your funding bid.



Concern?
You are looking for useful 
external data to include as 
evidence in your funding bid.

✓ Check data sources are referenced
✓ Is the source trust-worthy?
✓ Is the information up to date?
✓ Is it relevant? Tone of voice may appear 

authoritative and hard to dismiss
✓ Does you AI tool allow you to search 

specific links to data sources? 



Concern?
A volunteer wants to use a 
new AI chat tool that they 
have heard is good. 



Concern?
A volunteer wants to use a 
new AI chat tool that they 
have heard is good. 

✓ What’s the reason for trying a new tool?
✓ Are you using an existing tool in your 

workplace that can do the job?
✓ Have they checked with someone in the 

team that it’s okay to try?
✓ Check and amend privacy and data 

settings in the tool accordingly
✓ Refer to your internal policy or guidance 

(and update if you choose to continue to 
use this tool)



Concern?
An AI note taking assistant 
has joined your network 
meeting. The person isn’t 
there!



Concern?
An AI note taking assistant 
has joined your network 
meeting. The person isn’t 
there!

✓ Have you made the decision to allow 
note-takers to join your meeting?

✓ Remove the note taker immediately if 
there are concerns

✓ When signing up for an account, 
carefully untick default integrations e.g. 
calendar

✓ Ask the person to remove the note 
taker from their calendar or change 
default settings so it does not happen 
again

✓ Consider adding a statement to future 
event invites e.g. accept note takers 
with prior notification and good reason

✓ Use your own AI note taker for your 
network meetings to control when and 
how notes are shared



Concern?
You are having a great time 
creating graphics for your 
charity every day using your 
AI chatbot. You’ve stopped 
looking for graphics and 
taking photos to support your 
work.



Concern?
You are having a great time 
creating graphics for your 
charity every day using your 
AI chatbot. You’ve stopped 
looking for graphics and 
taking photos to support your 
work.

✓ Create only what doesn’t exist and fulfils a 
purpose 

✓ People value authenticity. Your photos give 
a better sense of who you are

✓ Remember creating and storing images 
takes up energy, water and human 
resources across the world

✓ BUT! Do you regularly clean up your cloud 
storage, such as deleting files and photos 
no longer needed



Concern?
You’ve been asked to create 
an image of a Gypsy and 
Traveller community sitting 
on the bank of the river near 
Southwark bridge for a case 
study of your work.

This is what your AI returns to 
you.

Canva nonprofit Teams account



Concern?
You’ve been asked to create 
an image of a Gypsy and 
Traveller community sitting 
on the bank of the river near 
Southwark bridge for a case 
study of your work.

This is what your AI returns to 
you.

✓ Check images for bias/prejudice
✓ Check for accuracy
✓ Careful prompting. It’s better to 

describe the picture and people 
clearly

✓ Specify what you don’t want to 
include

✓ Find proxy images or concepts



Don’t Do

× Upload personal data ✓ Remove names and other personal data from spread 
sheets or documents e.g. for data analysis

× Set up AI accounts for work using your 
personal email address ✓ Use your work email address e.g. org.uk

× Use AI content that is incorrect or 
misleading

✓ Check and verify information always - ‘human in the 
loop’

× Use any new AI tools available ✓ Use approved AI tools

× Lose track of outputs ✓ Save important prompts or information for your audit 
trail. Do not make decisions purely based on AI outputs

× Share your AI accounts log-in details ✓ Use your own strong passwords and follow usual cyber 
security best practices

× Share harmful or discriminatory content ✓ Be mindful of inherent bias

× Overuse for every task imaginable ✓ Be intentional in your use (mindful of environmental 
impacts)



Policy and 
guidance for you 
and your team



Discussion

What would you 
include in your 
policy or 
guidance?

✓Short breakouts
✓Feedback



Policy / guidelines template

This template is adapted from ProMo 
Cymru’s public AI Statement

You can use this template to 
create guidance or a basic 
policy for your organisation.

https://promo.cymru/resource-articles/promo-cymru-ai-statement/
https://promo.cymru/resource-articles/promo-cymru-ai-statement/
https://superhighways.org.uk/files/view/intro-to-ai-for-small-charities/AI_policy_or_guidance_template.pdf


Next steps and 
resources



Agentic AI
AI can also support you 
complete time-consuming tasks 
and boost productivity beyond 
just creating content (generative 
AI).

Increasingly we’ll see use of AI 
Agents to deliver customised 
and automated solutions to help 
with repetitive tasks. 

Do you have something in mind?  

Email query arrives in mailbox

Confirm receipt & request more details if 
needed

Look in specified docs & webpages

Write a response to enquirer

Alert supervisor to approve or disprove

Send approved response to enquirer

Log responses & client feedback in Excel



Training and resources
1. Superhighways’ resource round up

2. Charity Excellence Framework training 

videos

3. CAST library of nonprofit organisations' 

AI experiments

4. Media Trust: A charity’s guide to AI 

prompts

5. Charity Comms AI Hub

6. Charity Digital Conscious AI Hub

https://elink.io/p/charityairesources-9681a4e
https://elink.io/p/charityairesources-9681a4e
https://www.charityexcellence.co.uk/ai-for-charities-and-non-profits/
https://www.charityexcellence.co.uk/ai-for-charities-and-non-profits/
https://www.charityexcellence.co.uk/ai-for-charities-and-non-profits/
https://www.wearecast.org.uk/our-work/free-digital-resources/library-of-experiments/
https://www.wearecast.org.uk/our-work/free-digital-resources/library-of-experiments/
https://www.wearecast.org.uk/our-work/free-digital-resources/library-of-experiments/
https://mediatrust.org/resource-hub/a-charitys-guide-to-ai-prompting/
https://mediatrust.org/resource-hub/a-charitys-guide-to-ai-prompting/
https://mediatrust.org/resource-hub/a-charitys-guide-to-ai-prompting/
https://www.charitycomms.org.uk/ai-hub
https://www.charitycomms.org.uk/ai-hub
https://charitydigital.org.uk/conscious-ai
https://charitydigital.org.uk/conscious-ai
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