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Welcome & Objectives

Why AI Matters

AI Tools

How to Write a Prompt

Try It Out! 

Share & Reflect



EXPLAIN  

what AI tools like 

ChatGPT, Claude, 

and Perplexity can 

do

IDENTIFY
3–5 practical 

ways to use AI 

in everyday tasks

Participants will be able to:

GENERATE
a basic prompt using 

an AI tool 

to assist with 

a  specific task



It’s Already 
Here

It Saves 
Time

It Boosts Creativity 
& Problem Solving

 It Levels the
Playing Field

800 million people 
use ChatGPT weekly
(Open AI, June 2025)

Brainstorm, 
summarize reports, 
& create checklists 

in seconds

Helps you analyze 
data, make informed 

decisions, & offers 
fresh ideas

With the right prompt 
& a little practice, 

anyone can use AI to 
enhance productivity

https://explodingtopics.com/blog/chatgpt-users


<fulano922@gmail.com>

Evelyn Cassano

Hi, I can’t make the meeting 
tomorrow. Sorry!



My AI Toolkit: 
What I Use 

& Why
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Example 1: Fundraiser Checklist 



Example 2: IELCE & Stand Out Spreadsheet



Example 3: IELCE Multilevel Lesson Plan



Example 4: Research 



Meet the 
Tools:

Friendly Nicknames, 
Real Capabilities
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ChatGPT Claude Perplexity



Which AI Tool Should I Use?
Task ChatGPT Claude AI Perplexity

Write or edit emails, 
reports,

Brainstorm ideas, lesson 
plans

Summarize long 
documents

Research with sources

Ask follow-up questions





Treat AI as a 
Collaborator

Not  a Vending 
Machine



Make It Clear

Add Context

Give Examples

Include Format

Check & Change

M

A

G

I

C

Define the task clearly. What do you 
want AI to do?

Who is it for? What’s the purpose? 
Why does it matter? Assign it a role.

What kind of output do you want? 
Include tone, voice, etc. 

Ask for bullet points, tables, 
summaries, etc.

Review the result & refine prompt if 
needed.



No login needed; 
create an account to 
use certain features 
& avoid limitations; 
free & paid plans

Requires you to 
create an account & 
always log in; free & 
paid plans

Works without 
signing up; creating 
a free account 
unlocks useful 
features



Have an idea? Drop it in the chat.

Need inspiration? I have ideas.

Let’s write a prompt together using 
the  MAGIC framework.  

Let’s Put This 
Into Practice
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Let’s Practice!

Option A

Try one of these ready-made 
prompts (link in chat)

● Communication & Outreach

● Research

● Program Management

● PD Support

Option B

Create your own prompt using 
MAGIC

● Think of a real task you need to 

tackle

● Use the MAGIC framework to 

write your prompt

● Test it with ChatGPT, Claude, or 

Perplexity



Common Pitfalls

Confident but wrong

Outdated information

Bias that Sounds Reasonable

Dependency Trap

These aren’t reasons to avoid AI. They’re reminders that your expertise matters more 
than ever.



Using AI Responsibly: 3 Things to Remember

AVOID 
BIAS 

RESPECT 
PRIVACY

BE 
TRANSPARENT

Review AI-generated 

content for bias or 

stereotypes before 

sharing.

Don’t input personal, 

student, or confidential 

data into AI tools.

Let students and 

colleagues know when 

you’ve used AI to 

support your work.



You’ve got the 
MAGIC …

Now Go & Use It!



Your AI Action Plan
1. Which AI tool will you try this week? 

2. What will you ask AI to help you with this week? 

3. Your MAGIC Reminder

● Write or improve an email
● Create a checklist or summary
● Brainstorm ideas for a lesson or project
● Turn messy notes into clear action items

   Make it Clear → Add Context → Give Examples → Include Format → Check & Change
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AI Quick Wins

Webinar Handouts

AI Quick Wins

Webinar Slides

https://drive.google.com/file/d/1QKrFz2njoBR6ngAos508EMkNGvkm9Eey/view?usp=sharing
https://drive.google.com/file/d/1QKrFz2njoBR6ngAos508EMkNGvkm9Eey/view?usp=sharing
https://drive.google.com/file/d/1RfvDv59bKsAj8dREfUHOxkG0gjRYNPHq/view?usp=sharing
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