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3.7 – SDS Copilot: Plain‑English Prompt Cards 
Purpose: Help planners use Copilot (or a similar GenAI assistant) safely and productively for day‑to‑day SDS tasks. Each card provides a plain‑English explainer, a copy‑and‑paste prompt, and a short quality checklist.
How to use safely
· Use approved sources only (published SDS documents, agreed summaries).
· No personal data or confidential material keep outputs non‑PII and non‑sensitive.
· Always require citations/quotes and keep a short audit trail (who checked it and when).
· Treat AI as an assistant, not a decision‑maker human (in the loop) checks before anything public.
· If information is missing, say so and point to the latest approved source.
Quick start (2 minutes)
· Pick a card and copy the prompt.
· Paste into Copilot and add your context (title, section, page refs, links).
· Ask Copilot to include 2–3 short source quotes and a caveats line. Review and file the output.
Card 1 – Knowledge Helper (Q&A on approved SDS documents)
Use when: You need a short, sourced answer to “where does it say that?” or sequencing questions.
Copy‑and‑paste prompt
You are a planning assistant. Answer in plain English (<=120 words).
Task: Answer this question using only the approved SDS Library: {question}.
Sources: Use the named documents I provide and quote 2–3 short snippets with title + page/section. If the library doesn’t cover it, say: ‘We can’t confirm that yet see {holding_page_link} for the latest.’
Constraints: No speculation; list assumptions; include a 1-line caveats note; add ‘Checked by: {name}, {date}’.
Documents: {paste titles/sections/links here}

Quality checks
· Answer ≤120 words; includes 2–3 short source quotes (title + page/section).
· Assumptions + caveats present; no jargon; includes checker name/date.
Tips / variants
· Ask Copilot to produce a one‑line ‘what’s new since last version’ if you provide two document versions.
Card 2 – Evidence Summariser (one‑page brief)
Use when: You received a long consultant study or technical update and need a 1‑page brief.
Copy‑and‑paste prompt
You are summarising a technical evidence report for planners. Keep to 1 page (≈300–400 words).
Task: Draft a one‑page brief with sections: Purpose, Scope, 5 Key findings (with page refs),
Implications for SDS (Options A/B/C: 2 benefits, 2 risks, key dependencies each), Caveats/Data freshness, and a link to the full report. Use plain English and bullet points.
Citations: After each key finding, add (Title – page/section).
Source: {report title, date, link}.

Quality checks
· Fits on one page; 5 findings each with a page/section reference.
· Caveats include data age/limits; tone is non‑technical and neutral.
Tips / variants
· Ask Copilot to produce two versions: internal (detailed) and public (simpler language).
Card 3 – Spatial Storytelling (narrative, captions, labels)
Use when: You’re drafting slides, a web page, a committee paper, or a consultation pack with maps.
Copy‑and‑paste prompt
You are writing plain‑English text about a strategic place and map.
Task: Produce (a) a 150‑word place narrative; (b) a 60‑word map caption including the screening disclaimer; and (c) five short diagram labels. Use neutral, accessible language.
Inputs: {area/corridor name}; {2–3 priorities}; {partners}; {review cadence}; {constraints};
Map disclaimer to include: ‘This is strategic screening. It does not make site‑level decisions.’

Quality checks
· Narrative ≈150 words; caption ≤60 words; labels are short and action‑led.
· Screening disclaimer present; would a non‑planner understand it?
Card 4 – SDS Monitoring (SEA/SA‑aligned interim approach)
Use when: You are setting up or refreshing monitoring while national SDS monitoring guidance is pending.
Copy‑and‑paste prompt
You are helping define an interim SDS monitoring approach aligned to current SEA/SA practice.
Task: For {topic/result}, propose indicator fields in a table: Name, Why it matters, How measured (plain words),Unit, Data source (specific), Frequency, Owner, Baseline  (number+date), Target (by when), Breakdowns (e.g., by district/areas of higher need), and Caveats.
Constraints: Use only sources I provide or widely used official statistics; call out gaps; add a 1‑line SEA/SA note.
Sources provided: {paste links/titles here}

Quality checks
· Each indicator has a named owner and real data source; measurement is understandable in one sentence.
· Includes a caveats line and explicit reference to SEA/SA basis while SDS monitoring guidance is pending.
Card 5 – Engagement Companion (panels, summaries, FAQs)
Use when: You are planning a citizens’ panel, writing a public web page, or drafting FAQs.
Copy‑and‑paste prompt
You are preparing engagement materials in plain English with accessibility in mind.
Task: Draft (a) a 20–30 minute citizens’ panel mini‑script; (b) an accessible summary (≤300 words); and (c) 5 FAQs with short answers.
Guardrails: Use only approved/published content I provide; add a link at end of each FAQ answer;
if information is not approved, reply: ‘We can’t confirm that yet see {link} for the latest.’
Inputs: {topic}; {approved links}; {dates}; {contact details for alternative formats}

Quality checks
· Reading age ≈12; short sentences; each FAQ ends with a source link.
· Includes a clear ‘does/does not mean’ pair in the summary; accessibility line for alternative formats.
Card 6 – Data & Model Good Practice (light‑touch governance)
Use when: Before publishing any output drafted with digital help (slides, summaries, FAQs, Q&A).
Copy‑and‑paste prompt
You are performing a light governance check on an AI‑drafted output.
Task: Generate a checklist and a footer note. Checklist items: Owner name/date; Sources (2–3 titles+pages/links);
Privacy (no PII); Plain English (spell out acronyms); Reviewer name/date; Risk (1–2 issues + mitigations).
Footer note text: ‘Draft prepared to support strategic discussion. Uses published sources. Not a site‑level decision.’

Quality checks
· Every output has a named owner & reviewer; sources listed; footer note present.
· Any risks captured with an owner and review date.
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