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Drafted by: Annie Bélanger and Larry Wyn
Purpose
To build awareness, confidence, and creativity in using AI tools responsibly and effectively in teaching, administration, and departmental initiatives. This guide offers four possible engagement approaches for the Hour of AI 2026 at GVSU. 
Meeting Agenda
· Welcome & Context (5 min)
Introduce AI in education, its potential, and ethical considerations. Highlight resources like Hour of AI.
· Choose Your Path (50 min)
Participants select one engagement option based on interest and comfort level.
· Option 1 – Hands On Learning 
· Option 2 – AI discussion – option of two topics
· Wrap-Up (5 min)


Facilitation Plans 
Option 1 – Hands-On Learning 
1. Welcome
1. Welcome participants
2. Meeting outcome is to experience an AI tool in action and reflect on their applications.
3. Warm up using one of these AI-related questions:
a. If you could automate one repetitive task in your work using AI, what would it be?
b. If AI were a team member, what role would it play?
c. If AI could help you outside of work, what would you ask it to do? (e.g., plan a trip, organize your closet, suggest recipes)
d. If AI could create a playlist for your team, what’s the first song it would include?
2. Activity Step-by-Step
1. Pre-select or agree to a topic.
a. Sample example: Liberal education 
2. Ask co-pilot to write a sample paragraph or brief overview related to the topic.
a. Write a paragraph about liberal education. 
3. Review and assess the results.
4. Edit your prompt to improve the results.
a. Write a paragraph about liberal education using GVSU’s mission statement, values, and definition. 
5. Review, assess, iterate. 
a. Write a paragraph about liberal education using GVSU’s mission statement, values, and definition from the following links: URLs
6. Experiment with modifications 
a. Options: Write a shorter paragraph that could be used on a website
b. Options: Create a tagline that I can use on my email signature
c. Options: Write an elevator pitch in bullet format
d. Options: Create a concept map of the elements of liberal education
e. Options: Create an infographic about liberal education 
Tips:
· Prompt and input quality affect the output. 
· Provide AI with source materials such as uploads, pasted text, or links. 
· Human review is a critical component of responsible use. 
· Consider how to partner with AI. 
3. Activity Debrief 
· What surprised you about the AI’s output? 
· How could this save time or enhance creativity in your role?
· What concerns might you have? 
4. Closing
· All share key takeaways
· 1 insight 
· 1 think to keep playing with 
· Provide resource links: 
· Microsoft Education AI Toolkit
· Acceptable Use Policy for Public AI Solutions:
· GVSU AI Website: https://www.gvsu.edu/ai/. 
· Article – top 10 tips 
· https://michiganvirtual.org/resources/guides/ai-teacher-guide/ 
· Hour of AI
· Invite feedback and ideas for future sessions


Option 2 – AI Discussion  
1. Welcome
1. Welcome participants
2. Meeting outcome is to deepen understanding of AI implications to inform decision-making of AI use.
3. Warm up using one of these AI-related questions:
a. If you could automate one repetitive task in your work using AI, what would it be?
b. If AI were a team member, what role would it play?
c. If AI could help you outside of work, what would you ask it to do? (e.g., plan a trip, organize your closet, suggest recipes)
d. If AI could create a playlist for your team, what’s the first song it would include?

2. Activity Step-by-Step 
2A. Ethical AI 
1) Discuss: What tasks in your role could AI enhance or streamline? 
2) Watch video: Ethical considerations for generative AI. https://www.youtube.com/watch?v=EkF2wvflRns (7:25)
3) Discuss: Ethical Use of AI 
a) How do we engage ethically when using AI tools? 
b) How do we mitigate bias when using AI tools? Example
i) Algorithm bias
ii) Interpretive user bias 
2B. Teaching & Learning 
1) Discuss - Impact of AI on Teaching & Learning 
a) How might AI change the skills we expect students to develop?
i) For learning?
ii) For the workplace?
iii) For their personal lives? 
2) Watch video: AI will Reshape Education. Are We Building Tools We Can Trust? https://www.youtube.com/watch?v=oV6HWzzeD-I (16:35)
3) Discuss - AI & Learning 
a) How might AI impede learning of critical skills? 
b) How might AI enhance learning activities? 
c) How might we foster a partnering approach to student use of AI? 
Tip: Use breakout groups or roundtable format. Capture insights on a shared board. 
3. Activity Debrief 
4) Our Approach to AI 
a) What guidelines would support our department intentionally:
i) Applying AI?
ii) Mitigating negative impacts?
b) What guiding principles or guardrails should we consider? 
4. Closing
· All share key takeaways
· 1 insight 
· 1 think to keep playing with 
· Provide resource links: 
· Microsoft Education AI Toolkit
· Acceptable Use Policy for Public AI Solutions:
· GVSU AI Website: https://www.gvsu.edu/ai/. 
· Article – top 10 tips 
· https://michiganvirtual.org/resources/guides/ai-teacher-guide/ 
· Hour of AI
· Invite feedback and ideas for future sessions
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