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My recommendation for this audience

Practical first, with governance woven through rather than leading with policy.

Less trustee-style More hands-on Plain English safety Warm tone
Shorter text, less governance detalil, A live prompt, discussion activity and GDPR, DPIAs and environment . -

: . Confidence-building, not
more examples people can use a prompt bank for attendees to take covered in practical, everyday . .
. : technical or overwhelming.
immediately. away. language.

. attendees leave with one safe Al task they can try next week.

Lunch & Learn: Using Al in Your VCSE Organisation
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What we will cover

A simple flow from confidence to practical use to safe governance.

1. What Al is useful for

Admin, writing, reports, meetings
and learning.

2. Real examples

Copilot, Wyser Assist, Document

Builder, Caddy and ConvoCoach.

3. Try a prompt

A safe, low-risk practice activity
suitable for any organisation.
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4. Use it safely

GDPR, DPIAs, accuracy, bias,
environment and human review.

Key message: Al should support people, not replace them.

Lunch & Learn: Using Al in Your VCSE Organisation
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Why Al matters for VCSE organisations

The sector is being asked to do more, often with less time and fewer resources.

» Demand is rising and people’s needs are often more complex.

« Staff and volunteers spend too much time on repetitive administration.

* Reports, bids, communications and monitoring can take time away from delivery.
* Al can create first drafts, summaries and structures much faster.

* People still make the decisions and hold professional accountability.

Good framing: Al is a helper, not a decision-maker.

Lunch & Learn: Using Al in Your VCSE Organisation
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The tools: what they are good for

Keep this slide simple so people can see the practical difference between tools.

Copilot Wyser Assist Document Builder Caddy ConvoCoach
Everyday productivity: Structured summaries from Clearer, more structured Emerging adviser support: .

: . o : . : . Al role-play for adviser
drafting, summarising, advice interactions, reducing advice documents and helps point towards . )

. . : : ) . . . . training, confidence and
planning, slides, notes, emails manual note-taking and records with less formatting trusted information, with . .
: : ; : practice conversations.

and checklists. supporting consistency. effort. human checking.

The tool matters less than the behaviour: use it safely, check it carefully, keep people in control.

Lunch & Learn: Using Al in Your VCSE Organisation
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Copilot in action

Example: turning scattered work into a clear first draft.

Starting point Prompt example Human check

“Turn these notes into a one-page briefing for
VCSE leaders. Use plain English, include
actions, and flag anything that needs checking.”

You have rough notes from a partner discussion,
a few emails, and a deadline for a short briefing.

Review facts, tone, confidentiality and whether
personal data has been included before sharing.

Best use: first drafts, summaries, action plans, emails, slide outlines and plain English versions.

Lunch & Learn: Using Al in Your VCSE Organisation
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Wyser Assist in action

Example: supporting advice recording without replacing adviser judgement.

Starting point Al support Human check

An adviser has completed a client interaction and . - The adviser checks the summary, corrects
Wyser Assist can support transcription and Al o . .

needs a clear, structured summary for the case . . anything inaccurate, and applies normal quality
summaries to help adviser workflows. , O

record. and confidentiality standards.

Best use: reducing manual note-taking and improving consistency, with adviser review.

Lunch & Learn: Using Al in Your VCSE Organisation
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Document Builder in action

Example: creating clearer and more consistent documents.

Starting point Al support Human check

The final document is checked for accuracy,
readability, appropriateness and confidentiality
before use.

A staff member needs a clear document from Document Builder supports structured outputs
case information, notes or standard wording. and client-facing documentation.

Best use: consistent formats, clearer wording and less time spent recreating standard documents.

Lunch & Learn: Using Al in Your VCSE Organisation
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Caddy in action

Example: adviser support with human oversight.

Starting point

An adviser needs to find relevant information
quickly while supporting a client or preparing
advice.

Al support

Caddy is described in internal materials as an Al
adviser copilot that draws from trusted sources
and provides draft information.
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Human check

A human adviser or supervisor reviews the draft
before anything is shared with clients.

Best use: faster navigation to information, while advice remains human-led.

Lunch & Learn: Using Al in Your VCSE Organisation
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ConvoCoach in action

Example: safe practice for adviser conversations.

Starting point

A trainee or adviser wants to practise
communication, interviewing or supporting a
vulnerable client scenario.

Al support

ConvoCoach uses Al-generated voice and chat

personas to simulate realistic client interactions.
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Human learning

The adviser reflects, receives feedback through
normal supervision or training, and builds
confidence before real client work.

Best use: training, confidence-building and reflective practice in a safer learning space.

Lunch & Learn: Using Al in Your VCSE Organisation
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Key Al tools for VCSEs

Group tools by the jobs VCSE teams need to do.

Summaries and

Writing and drafting . Design and comms Advice support
meetings
Copilot, ChatGPT or similar Summarise meeting notes, Canva Al or Microsoft Designer \é\/u);ﬁjegrp‘ézjg D;:(;Jment
tools can help draft emails, documents, consultation can support social posts, ' y
- . . . . ConvoCoach can support

reports, policies and bid responses and actions, with a leaflets, presentations and .

X . , advice work, records and
outlines. person checking accuracy. accessible content.

training.

Best starting point: choose one repetitive, low-risk task and build confidence safely.

(W11r{J1 B Worcester &
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Data
insight

Use carefully
for themes and
reporting, not
unchecked

decisions about
people.

Lunch & Learn: Using Al in Your VCSE Organisation
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Live example: turning rough notes into a useful output

A simple demonstration that works for beginners and experienced users.

Rough input Prompt Output to check

« . “Turn these rough notes into a plain English
We had a meeting about volunteers. Need . . : :
) : : : . action plan for a small charity team. Include A table of actions, gaps, risks and next steps
clearer induction, buddying, confidence with . . ) . :
» owners, deadlines and risks. Do not invent that a person reviews before sharing.
systems, and a follow-up plan. details.”

Demo principle: no personal data, clear audience, clear task, clear limits.

Lunch & Learn: Using Al in Your VCSE Organisation
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Prompt formula: the easy version

Give attendees something memorable they can reuse.

Role Task Audience Tone and limits
“Act as a charity operations “Turn this into a one-page “For volunteers and team “Plain English. Do not invent
manager...” action plan...” leaders...” facts. Flag gaps.”

Best prompt: Role + Task + Audience + Tone + Boundaries.

Lunch & Learn: Using Al in Your VCSE Organisation
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Where VCSE teams can use Al tomorrow

Focus on low-risk, high-value tasks first.

» Funding bids: first draft, outcomes narrative, plain English summary.

» Monitoring reports: turn updates into themes, achievements and risks.

» Meetings: agenda, notes, actions and follow-up emails.

« Communications: event copy, volunteer adverts, newsletters and social posts.
* Policies: summarise long documents, produce staff briefings and checklists.
 Learning: induction activities, reflective questions and role-play scenarios.
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Start with admin and drafting, not decisions about people or services.

Lunch & Learn: Using Al in Your VCSE Organisation
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What not to use Al for without extra safeguards

This keeps the session responsible without making it frightening.

Avoid Pause
P_astlng unnecessary personal_da_ta, cllent_ Making decisions about eligibility, risk,
histories, health details, financial information or . .

. . L safeguarding, employment or advice outcomes
confidential case material into unapproved

t00ls without human review and proper process.
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Check

Facts, tone, bias, hallucinations, confidentiality,
accessibility and whether the result is
appropriate for the audience.

Simple rule: if it is sensitive, personal or high-impact, slow down and seek guidance.

Lunch & Learn: Using Al in Your VCSE Organisation
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Al safety: practical guardrails

A simple, memorable slide for staff, volunteers and trustees.

1. Keep data safe 2. Check the output 3. Keep humans in control

Al can sound confident and still be wrong. Al can draft and summarise, but people remain
Check facts, advice, tone, bias, accessibility accountable for decisions, advice, safeguarding

and whether anything has been invented. and external communications.

Do not enter personal, sensitive or confidential
client information into unapproved Al tools. Use
the minimum information needed.

Safe Al habit: pause, check, minimise data, and keep a human in the loop.

Lunch & Learn: Using Al in Your VCSE Organisation

16



VC S E W1y s Worcester &

ALL|ANCE =LY (-3 Herefordshire

WORCESTERSHIRE VOLUNTARY
COMMUNITY & SOCIAL ENTERPRISE ALLIANCE

Ethical Al considerations

Use Al in a way that is fair, transparent and accountable.

Fair and inclusive Transparent and honest Accountable and human-led
C:sclz\’\;re]?rfpoi?Is?éjrtggtts cezu(l)(: g;sc?gg:ntggele Be clear when Al has helped create content. Do Agree who owns the final decision, who checks
\I?vithpac,cess literac disZEilit or lanaua pe P not present Al output as expert advice unless a the output, and how concerns or harms would
needs ’ 4 y guag qualified person has checked it. be escalated and corrected.

Ethical test: would this use of Al feel fair, explainable and respectful to the people we support?

Lunch & Learn: Using Al in Your VCSE Organisation
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GDPR and DPIAs in plain English

Make governance feel practical and manageable.

» Only use the personal data you really need.

« Know where information is going and who can access it.
* Do not use confidential client information in tools that are
not approved.

» Keep a human check before any advice, decision or
external communication.

» Use a DPIA when a new system or new use of data could
create privacy risk.

(W11r{J1 B Worcester &
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Plain English DPIA

A Data Protection Impact Assessment helps an organisation
spot privacy risks, reduce them, and document decisions before
wider rollout. It is not just paperwork, it is a safety check.

Question to ask: could we explain this Al use clearly to a client, volunteer, funder or regulator?

Lunch & Learn: Using Al in Your VCSE Organisation
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Environmental impact: a proportionate message

Acknowledge the issue and give sensible behaviour, not guilt.

What to recognise What Al may reduce

Al uses computing power and may increase Printing, travel, duplicated work, manual
energy use, water use for cooling, carbon reformatting and time spent recreating
emissions and electronic resource demand. documents from scratch.
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Responsible behaviour

Use Al where it adds real value. Avoid
unnecessary prompts, repeated re-drafting
and generating content no one needs.

Plain English message: use Al where it helps, avoid waste, and keep digital practice proportionate.

Lunch & Learn: Using Al in Your VCSE Organisation
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Ten prompts attendees can take away

Keep these low-risk and adaptable across the sector.

Turn these meeting notes into actions, risks and decisions.
Draft a plain English volunteer advert for [role].

Summarise this policy into five staff briefing points.

. Create a checklist for planning a community event.

. Rewrite this paragraph for service users with lower literacy.
. Draft an outline for a small funding bid.

. Suggest questions for a partnership meeting.

. Create a simple risk register starter table.

. Turn this case study into an outcomes paragraph.

10. Write a warm follow-up email after a meeting.

©O~NOUAWNEE

Reminder: remove personal data first and ask Al to flag gaps rather than invent details.

Lunch & Learn: Using Al in Your VCSE Organisation
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Mini activity: design a safe prompt

This makes the session interactive without needing everyone to have access to Al.

Step 1 Step 2

Choose one common task, such as writing an Remove personal data. Add audience, task,
event invitation, summarising notes or tone, format and what the Al must not make
creating a volunteer checklist. up.

(W11r{J1 B Worcester &
E\Y (-3 Herefordshire

Step 3

Share one safety check you would make
before using the output.

Prompt to try: “Help me improve this prompt so it is clearer, safer and more useful.”

Lunch & Learn: Using Al in Your VCSE Organisation
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A simple Al safety checklist

A useful closing tool for boards, managers, staff and volunteers.

* Is this a suitable task for Al?

» Have | removed unnecessary personal or confidential information?

» Have | told the Al not to invent facts?

» Have | checked accuracy, tone, bias and accessibility?

* Is a DPIA, policy check or manager approval needed?

« Would | be comfortable explaining this use to a client, volunteer, funder or regulator?

If in doubt: pause, check, and keep a human in the loop.

Lunch & Learn: Using Al in Your VCSE Organisation
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Final message

Al can help VCSE organisations improve efficiency, quality and
resilience, if we keep people, governance and community trust at
the centre.

One safe thing to try next week?



