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The South African Practical AI Prompt Library for South African Educators
50 practical GCSE prompts to save time, sharpen teaching and support every learner.
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Welcome
Teachers and school leaders carry an enormous daily workload: planning lessons, marking, managing classrooms, supporting learners, communicating with parents, meeting compliance requirements and still finding time to grow professionally. This guide was created to help South African educators use AI as a practical teaching productivity tool, not as a theoretical concept.
The prompts in this guide are designed for everyday classroom and school-office use. They can help you plan faster, differentiate more easily, mark more consistently, communicate more clearly and reduce admin load. They do not replace your professional judgement, your relationship with learners, or the requirements of CAPS, SACE and your school's policies. They help you produce useful first drafts, plans, resources and reports that you then review and adapt.
	Important mindset
AI works best when you treat it like a capable teaching assistant that needs clear instructions. Vague instructions produce vague answers. Clear goals, useful context, relevant source information and clear expectations produce far better results.




What Is the GCSE Framework?
The GCSE Framework is a simple prompt structure that helps you explain what you want from an AI tool. It stands for Goal, Context, Source and Expectation.
	Element
	Meaning
	Why It Matters

	G
	Goal
	What do you want the AI tool to do?

	C
	Context
	What background information does it need?

	S
	Source
	What information, data, notes, documents or examples should it use?

	E
	Expectation
	What should the final answer look like?



Why the GCSE Framework Works
1. Goal: gives the AI tool a clear teaching or admin task instead of leaving it to guess what you want.
1. Context: makes the answer relevant to your grade, subject, CAPS requirements, learner profile and classroom realities.
1. Source: tells the AI what information to use, such as a syllabus topic, learner data or existing notes, which reduces generic answers and improves accuracy.
1. Expectation: clarifies the format, tone, length and practical output you need, such as a worksheet, rubric, letter or lesson plan.


How to Use This Prompt Library
1. Choose the prompt that matches the teaching or admin task you are working on.
1. Copy the prompt into your AI tool.
1. Edit the placeholders in square brackets so the prompt reflects your grade, subject and learners.
1. Add any relevant source information, such as CAPS topics, learner assessment data or previous lesson notes.
1. Check the response carefully. AI can make factual mistakes and may not align exactly with CAPS or your school's policies.
1. Ask follow-up questions to improve the answer, make it more age-appropriate or change the format.
1. Save the prompts and versions that work best for your subject and grade.
	Practical reminder
Do not paste confidential learner information, medical details, disciplinary records, employee information or sensitive school information into an AI tool unless you are certain your school allows it and you understand the privacy settings of the tool you are using.



Tips for Better AI Results
1. Be specific about your grade, subject, curriculum (CAPS, IEB or other) and learner ability levels.
1. Use real details where possible: topic, term, number of learners, time available and resources on hand.
1. Ask for tables, rubrics, worksheets, checklists or scripts when you need practical, ready-to-use outputs.
1. Ask the AI to differentiate for different ability levels, languages of learning or additional support needs.
1. Refine weak answers by saying what is too advanced, too simple, too generic or not aligned to CAPS.
1. Use your professional judgement. AI is a support tool, not a substitute for accountable teaching decisions.


Tips for Safe and Effective AI Use
AI can be a powerful classroom and school-office tool, but it works best inside sensible guardrails. Keep these principles in mind every time you or your colleagues use an AI tool for school tasks.
Protect learner and staff information
1. Never paste learner ID numbers, medical information, disciplinary records, home addresses or contact details into a public AI tool.
1. If in doubt about what is confidential under POPIA, treat it as confidential and leave it out of the prompt.
Check every output before you use it
1. AI can produce confident-sounding answers that are factually wrong, outdated or not aligned to CAPS. Always verify content, dates, facts and curriculum references.
1. Treat AI output as a first draft. Read it critically, correct it, and add your own subject expertise before it goes to learners, parents or the SMT.
Keep a qualified educator in charge of decisions
1. Use AI to organise your thinking and speed up drafting, not to make final assessment, promotion, disciplinary or safeguarding decisions on its own.
1. For anything with legal, safeguarding, SACE or Department of Basic Education implications, confirm the output with your SMT or a qualified specialist.
Protect academic integrity
1. Be clear with learners about when AI use is permitted in their own work and when it is not.
1. Model responsible AI use so learners learn to use these tools ethically and critically, not as a shortcut to avoid thinking.
Manage access and accountability
1. Agree with your SMT which AI tools are approved for school use and what information may or may not be shared with them.
1. Keep a record of prompts and outputs used for important assessment or reporting decisions, in case you need to explain your reasoning later.
	Golden rule
AI produces a first draft. You produce the final lesson, report or decision. Your professional judgement, and your learners' outcomes, depend on it. Always own the result.




The Educators Prompt Library
The following 50 prompts are grouped into 10 practical teaching and school-life areas. They are written for South African educators across the phases and can be adapted for any subject, grade, curriculum (CAPS or IEB) and school context, including public, independent and rural schools.
	How to customise the prompts
Replace the words in square brackets with your own information. Add more context whenever possible: your subject, grade, curriculum, learner profile and desired outcome. After the first answer, ask follow-up questions until the output is useful enough to act on.





Prompt Library 1: Lesson Planning and Curriculum Design
Use these prompts when you need clearer lesson plans, better sequencing and CAPS-aligned content prepared quickly.
Prompt 1: Create a CAPS-Aligned Lesson Plan
	COPY, EDIT AND PASTE PROMPT: Create a CAPS-Aligned Lesson Plan
Use this when: you need a complete, curriculum-aligned lesson plan quickly.
Goal: Create a CAPS-aligned lesson plan for my class.
Context: I teach [subject] to Grade [grade] at a [type of school] in [province]. The topic is [topic] and this lesson falls in Term [term]. My class has [number] learners with [describe ability range or language needs].
Source: Use the CAPS topic and information above, plus these notes: [paste notes, textbook reference or prior lesson content].
Expectation: Present a full lesson plan with objectives, prior knowledge check, introduction, teaching activities, learner activities, resources, differentiation strategies, informal assessment and a closing summary. Keep timing realistic for a 45 to 60 minute period.


Useful follow-up prompts:
1. Turn this into a one-page lesson summary for my file.
1. Create a simplified version for learners who battle with the language of instruction.
1. Suggest a hands-on activity to replace the written activity.

Prompt 2: Sequence a Term's Work Schedule
	COPY, EDIT AND PASTE PROMPT: Sequence a Term's Work Schedule
Use this when: you are planning how to pace topics across a term.
Goal: Help me sequence my term's work schedule.
Context: I teach [subject] to Grade [grade]. The CAPS topics for this term are [list topics]. We have [number] teaching weeks and [number] periods per week. Public holidays and school events affecting time are [list].
Source: Use the CAPS topic list and time constraints above, plus these notes: [paste any additional scheduling notes].
Expectation: Create a week-by-week pacing plan showing topic, number of periods, key assessment points and revision weeks. Flag any topics at risk of being rushed.


Useful follow-up prompts:
1. Build in a formal assessment week in the correct place.
1. Suggest which topics can be combined to save time.
1. Create a simplified version to share with my HOD.

Prompt 3: Design a Cross-Curricular Activity
	COPY, EDIT AND PASTE PROMPT: Design a Cross-Curricular Activity
Use this when: you want to link your subject to another learning area.
Goal: Design a cross-curricular activity linking two subjects.
Context: My subject is [subject] and I want to link it to [other subject] for Grade [grade]. The shared theme is [theme]. Learners have [describe skill level].
Source: Use the CAPS topics for both subjects and these notes: [paste relevant curriculum points].
Expectation: Create an activity outline with learning outcomes for both subjects, step-by-step instructions, required resources, assessment criteria and suggested time allocation.


Useful follow-up prompts:
1. Create a worksheet to accompany this activity.
1. Suggest how to explain the activity to the other subject teacher.
1. Create a simpler version for a smaller time slot.

Prompt 4: Build a Revision Plan Before Assessments
	COPY, EDIT AND PASTE PROMPT: Build a Revision Plan Before Assessments
Use this when: you need to consolidate a term or year's work before tests or exams.
Goal: Create a structured revision plan before a major assessment.
Context: I teach [subject] to Grade [grade]. The upcoming assessment covers [topics]. Learners are generally [strong/mixed/struggling] with [specific problem areas].
Source: Use the topics and problem areas above, plus these notes: [paste past test results or common errors].
Expectation: Create a revision plan with weekly focus areas, practice activities, past-paper style questions, common misconceptions to address and a self-assessment checklist for learners.


Useful follow-up prompts:
1. Create 10 practice questions with memoranda.
1. Create a one-page summary sheet for learners.
1. Suggest a peer-teaching activity to consolidate understanding.

Prompt 5: Adapt a Lesson for Remote or Hybrid Teaching
	COPY, EDIT AND PASTE PROMPT: Adapt a Lesson for Remote or Hybrid Teaching
Use this when: load shedding, illness or school closures mean you must teach remotely or asynchronously.
Goal: Adapt an existing lesson for remote or hybrid delivery.
Context: The lesson topic is [topic] for Grade [grade] [subject]. Learners have [describe access to data, devices and connectivity]. The delivery method available is [WhatsApp, printed pack, online platform, voice notes].
Source: Use the original lesson content here: [paste lesson notes or plan].
Expectation: Adapt the lesson for the stated delivery method, including clear instructions learners can follow independently, a simple activity, and a way for me to check understanding without a live lesson.


Useful follow-up prompts:
1. Create a printable version for learners without data.
1. Shorten this into a 10-minute voice note script.
1. Create a simple answer sheet for self-marking.




Prompt Library 2: Teaching Strategies and Classroom Engagement
Use these prompts to make lessons more engaging, explain difficult concepts clearly and try new teaching approaches.
Prompt 6: Explain a Difficult Concept Simply
	COPY, EDIT AND PASTE PROMPT: Explain a Difficult Concept Simply
Use this when: learners are struggling to grasp a concept using the textbook explanation.
Goal: Explain a difficult concept in simple, age-appropriate language.
Context: The concept is [concept] from [subject], Grade [grade]. Learners are struggling because [describe confusion]. Their home language is mostly [language].
Source: Use the textbook explanation here for reference: [paste textbook text or notes].
Expectation: Explain the concept using a simple analogy, everyday South African examples, step-by-step reasoning and a quick check-for-understanding question. Keep the language accessible for the stated grade.


Useful follow-up prompts:
1. Create three more analogies I can choose from.
1. Turn this into a short learner handout.
1. Suggest a 2-minute demonstration or visual to support it.

Prompt 7: Design an Engaging Lesson Opener
	COPY, EDIT AND PASTE PROMPT: Design an Engaging Lesson Opener
Use this when: you want to capture learner attention at the start of a lesson.
Goal: Create an engaging opening activity for a lesson.
Context: The topic is [topic] for Grade [grade] [subject]. Learners are usually [energetic/quiet/distracted] at the start of this period. I have [number] minutes and [describe resources available].
Source: Use the topic and class context above, plus these notes: [paste any relevant classroom details].
Expectation: Suggest 3 opener activities matched to the time and resources available, with clear instructions, and explain how each links to the lesson objective.


Useful follow-up prompts:
1. Turn the best option into full step-by-step instructions.
1. Suggest how to manage noise or excitement during this activity.
1. Create a quieter alternative for a smaller classroom.

Prompt 8: Create Differentiated Group Activities
	COPY, EDIT AND PASTE PROMPT: Create Differentiated Group Activities
Use this when: your class has a wide range of ability levels.
Goal: Create differentiated group activities for mixed-ability learners.
Context: The topic is [topic] for Grade [grade] [subject]. My class has learners who are [struggling/on-level/advanced] in roughly [proportions]. Group size is [number].
Source: Use the topic and ability groups above, plus these notes: [paste details on specific learner needs].
Expectation: Create three versions of the same activity (foundational, on-level and extension) with clear instructions, required resources and a way to bring the groups back together to share findings.


Useful follow-up prompts:
1. Suggest how to group learners fairly without singling anyone out.
1. Create an answer guide for each version.
1. Suggest an extension task for early finishers.

Prompt 9: Design a Practical or Experiential Activity
	COPY, EDIT AND PASTE PROMPT: Design a Practical or Experiential Activity
Use this when: you want learners to learn by doing rather than listening.
Goal: Design a hands-on or experiential activity for a lesson.
Context: The topic is [topic] for Grade [grade] [subject]. Available resources are [list resources, e.g. limited lab equipment, everyday items, outdoor space]. Class size is [number].
Source: Use the topic and resource constraints above, plus these notes: [paste any additional context].
Expectation: Design a practical activity with step-by-step instructions, safety considerations, expected outcomes, discussion questions and a simple way to assess learning from the activity.


Useful follow-up prompts:
1. Suggest a lower-cost alternative using everyday materials.
1. Create a safety briefing for learners.
1. Create a reflection worksheet to complete afterwards.

Prompt 10: Build an Interactive Quiz or Recap Activity
	COPY, EDIT AND PASTE PROMPT: Build an Interactive Quiz or Recap Activity
Use this when: you want a quick, engaging way to check understanding.
Goal: Create an interactive quiz or recap activity.
Context: The topic covered is [topic] for Grade [grade] [subject]. I want the activity to take about [number] minutes and suit [teams/individuals/whole class].
Source: Use these key concepts and facts to base the questions on: [paste key content or notes].
Expectation: Create 10 to 15 quiz questions of increasing difficulty with answers, plus simple rules for running the activity as a class game.


Useful follow-up prompts:
1. Create a version suitable for a WhatsApp class group.
1. Add 3 bonus challenge questions for advanced learners.
1. Suggest a simple scoring or reward system.



Prompt Library 3: Assessment, Marking and Feedback
Use these prompts to design fair assessments, mark more consistently and give feedback that helps learners improve.
Prompt 11: Design a Formal Assessment Task
	COPY, EDIT AND PASTE PROMPT: Design a Formal Assessment Task
Use this when: you need to set a test, task or exam aligned to CAPS requirements.
Goal: Design a formal assessment task aligned to CAPS.
Context: The subject is [subject], Grade [grade]. The assessment covers [topics] and must total [marks] marks over [time]. The cognitive levels required are [list, e.g. knowledge, application, analysis].
Source: Use the CAPS topic list and cognitive levels above, plus these notes: [paste any specification grid or past paper references].
Expectation: Create an assessment with a mark allocation table by cognitive level, a range of question types, and a full memorandum. Ensure the paper is balanced and fair across ability levels.


Useful follow-up prompts:
1. Check the paper against a specification grid and flag imbalances.
1. Create a shorter version for a class test.
1. Suggest accommodations for learners with additional support needs.

Prompt 12: Create a Marking Rubric
	COPY, EDIT AND PASTE PROMPT: Create a Marking Rubric
Use this when: you need a clear, consistent way to mark a task or project.
Goal: Create a marking rubric for an assessment task.
Context: The task is [describe task] for Grade [grade] [subject]. It is worth [marks] and assesses [skills or knowledge areas].
Source: Use the task description above, plus these notes: [paste task instructions or exemplar answers].
Expectation: Create a rubric with clear criteria, mark bands, descriptors for each level of achievement, and guidance for applying it consistently across a full class.


Useful follow-up prompts:
1. Create a simplified version to share with learners before they start.
1. Suggest how to moderate marking with a colleague.
1. Create an exemplar answer for the top mark band.

Prompt 13: Give Structured Feedback on Learner Work
	COPY, EDIT AND PASTE PROMPT: Give Structured Feedback on Learner Work
Use this when: you want feedback that helps a learner improve, not just a mark.
Goal: Draft structured, constructive feedback on a piece of learner work.
Context: The learner is in Grade [grade] studying [subject]. The task was [describe task]. Strengths noted are [strengths]. Areas needing improvement are [weaknesses].
Source: Use the learner's work or a summary of it here: [paste extract or description].
Expectation: Write feedback that highlights specific strengths, identifies 2 to 3 clear improvement points, and suggests one practical next step. Keep the tone encouraging and age-appropriate.


Useful follow-up prompts:
1. Create a shorter version for a report card comment.
1. Suggest a follow-up activity to address the weakest area.
1. Draft this feedback in simpler language for a struggling reader.

Prompt 14: Analyse Class Assessment Results
	COPY, EDIT AND PASTE PROMPT: Analyse Class Assessment Results
Use this when: you want to understand patterns after marking a set of assessments.
Goal: Analyse class assessment results to identify patterns and next steps.
Context: The assessment was [describe assessment] for Grade [grade] [subject]. The class average was [percentage]. Common errors observed were [list errors].
Source: Use these results and error patterns: [paste mark breakdown or question-level results].
Expectation: Identify which topics or skills need re-teaching, which learners may need individual support, and suggest a practical intervention plan for the next two weeks.


Useful follow-up prompts:
1. Create a re-teaching lesson plan for the weakest topic.
1. Create a summary to share with the HOD or SMT.
1. Suggest small-group support activities for struggling learners.

Prompt 15: Write School-Based Assessment (SBA) Report Comments
	COPY, EDIT AND PASTE PROMPT: Write School-Based Assessment (SBA) Report Comments
Use this when: you need to write clear, professional report card comments for a class.
Goal: Help me draft report card comments for my class.
Context: The subject is [subject], Grade [grade]. I need comments for learners performing at [levels, e.g. outstanding, satisfactory, at risk]. School policy requires a [word/character] limit per comment.
Source: Use these performance notes for each learner or group: [paste brief notes per learner or category].
Expectation: Draft comment templates for each performance band that are honest, constructive and specific enough to personalise quickly, while remaining professional and within the required length.


Useful follow-up prompts:
1. Create a version for a learner who has improved significantly.
1. Create a version for a learner at risk of not progressing.
1. Suggest wording that avoids discouraging language for struggling learners.



Prompt Library 4: Learner Support and Differentiation
Use these prompts to support learners with different needs, languages, abilities and circumstances.
Prompt 16: Support a Learner Struggling with a Topic
	COPY, EDIT AND PASTE PROMPT: Support a Learner Struggling with a Topic
Use this when: one or more learners are consistently struggling with a specific topic.
Goal: Create a support plan for a learner struggling with a specific topic.
Context: The learner is in Grade [grade] studying [subject]. The struggle is with [topic or skill]. Previous attempts to help included [describe what has been tried].
Source: Use these observations and any assessment evidence: [paste notes or marks].
Expectation: Suggest possible reasons for the struggle, 3 practical support strategies, a simple activity to build the missing skill, and a way to monitor progress over the next few weeks.


Useful follow-up prompts:
1. Create a worksheet targeting the specific gap.
1. Suggest how to involve a parent or guardian in supporting this.
1. Suggest when this should be escalated to the learning support teacher.

Prompt 17: Support Learners in Their Home Language
	COPY, EDIT AND PASTE PROMPT: Support Learners in Their Home Language
Use this when: learners are taught in a language that is not their home language.
Goal: Adapt teaching content to better support learners whose home language differs from the language of instruction.
Context: The subject is [subject], Grade [grade]. The language of instruction is [language]. Most learners' home language is [home language]. The topic is [topic].
Source: Use the lesson content here: [paste lesson notes or key vocabulary].
Expectation: Suggest key vocabulary to pre-teach, simplified sentence structures, visual supports, and where appropriate a few key terms translated or explained in the home language context.


Useful follow-up prompts:
1. Create a bilingual glossary for this topic.
1. Suggest a scaffolded writing frame for this task.
1. Create simplified instructions for a related worksheet.

Prompt 18: Plan for a Learner with Additional Support Needs
	COPY, EDIT AND PASTE PROMPT: Plan for a Learner with Additional Support Needs
Use this when: you are adapting your teaching for a learner with identified barriers to learning.
Goal: Suggest classroom accommodations for a learner with an identified barrier to learning.
Context: The learner is in Grade [grade] [subject]. The identified barrier is [describe, e.g. reading difficulty, attention difficulty, hearing impairment] as noted by [SNA/parent/specialist report if available].
Source: Use these observations and any professional recommendations: [paste notes or report summary].
Expectation: Suggest practical, realistic classroom accommodations for teaching, activities and assessment, in line with an inclusive education approach. Recommend when to consult the school's learning support or SBST team.


Useful follow-up prompts:
1. Create an adapted version of an upcoming worksheet.
1. Suggest seating or grouping considerations.
1. Draft a short note to share with the SBST team.

Prompt 19: Design an Extension Programme for Advanced Learners
	COPY, EDIT AND PASTE PROMPT: Design an Extension Programme for Advanced Learners
Use this when: you have learners who consistently finish work early or need more challenge.
Goal: Create an extension programme for advanced learners.
Context: The subject is [subject], Grade [grade]. Learners needing extension show strength in [describe strengths]. Available time is [describe, e.g. 15 minutes at the end of each lesson, a weekly enrichment period].
Source: Use the topic and available time above, plus these notes: [paste curriculum areas or competitions relevant to extension].
Expectation: Suggest extension tasks, project ideas or competition opportunities matched to the topic, with a simple way to track and showcase their progress.


Useful follow-up prompts:
1. Create a mini research project outline.
1. Suggest a relevant Olympiad or competition to enter.
1. Create a peer-mentoring role for this learner.

Prompt 20: Address a Wellbeing or Behavioural Concern Sensitively
	COPY, EDIT AND PASTE PROMPT: Address a Wellbeing or Behavioural Concern Sensitively
Use this when: you have noticed a change in a learner's behaviour, mood or engagement.
Goal: Help me think through how to sensitively address a change in a learner's wellbeing or behaviour.
Context: The learner is in Grade [grade]. The change observed is [describe change, e.g. withdrawn, aggressive, tearful, declining marks]. It has been happening for [time period].
Source: Use these observations: [paste specific, factual examples of what has been observed].
Expectation: Suggest a sensitive, non-judgemental way to check in with the learner, questions to ask, warning signs that require escalation to the school counsellor or SMT, and how to document the conversation professionally. Do not suggest a diagnosis.


Useful follow-up prompts:
1. Draft a factual note for the school file.
1. Suggest how to involve a parent or guardian appropriately.
1. Suggest what support resources the school could offer.



Prompt Library 5: Classroom Management and Behaviour
Use these prompts to build a positive classroom culture, manage behaviour fairly and keep lessons running smoothly.
Prompt 21: Build a Classroom Management Plan
	COPY, EDIT AND PASTE PROMPT: Build a Classroom Management Plan
Use this when: you want a consistent, fair approach to managing behaviour in your class.
Goal: Create a classroom management plan for my class.
Context: I teach Grade [grade] [subject or homeroom]. Common behaviour challenges are [list challenges]. My school's code of conduct includes [summarise key rules if relevant].
Source: Use these behaviour patterns and school policy points: [paste notes or code of conduct extract].
Expectation: Create a classroom management plan with clear expectations, positive reinforcement strategies, a simple escalation ladder for repeated issues, and language for explaining the plan to learners.


Useful follow-up prompts:
1. Create a learner-friendly poster version of the class rules.
1. Suggest reward ideas that do not cost money.
1. Create a script for introducing this plan on day one.

Prompt 22: Respond to a Specific Behaviour Incident
	COPY, EDIT AND PASTE PROMPT: Respond to a Specific Behaviour Incident
Use this when: you need to respond fairly and consistently to a behaviour incident.
Goal: Help me plan a fair and consistent response to a behaviour incident.
Context: The incident was [describe what happened factually]. The learner is in Grade [grade]. This is [a first occurrence / a repeated pattern]. Our code of conduct requires [describe process if known].
Source: Use the facts of the incident here: [paste factual account].
Expectation: Suggest an appropriate, proportionate response in line with a restorative and fair approach, questions to ask the learner, and how to document the incident. Recommend involving the SMT or parents if the matter is serious.


Useful follow-up prompts:
1. Draft the incident report for the school file.
1. Draft a message to inform the parent or guardian.
1. Suggest a restorative conversation script.

Prompt 23: Improve Transitions Between Activities
	COPY, EDIT AND PASTE PROMPT: Improve Transitions Between Activities
Use this when: time is being lost moving between activities or settling the class.
Goal: Suggest ways to improve transitions between classroom activities.
Context: I teach Grade [grade]. Transitions that lose the most time are [describe, e.g. moving to groups, returning from break, switching subjects]. Average time lost per transition is about [minutes].
Source: Use these observations: [paste notes on current routines].
Expectation: Suggest 3 practical routines to speed up transitions, including clear verbal or visual cues, and a way to practise the routine with learners until it becomes automatic.


Useful follow-up prompts:
1. Create a visual routine chart for younger learners.
1. Suggest a countdown or signal system.
1. Create a simple way to track time saved over a week.

Prompt 24: Build Positive Relationships with a Challenging Class
	COPY, EDIT AND PASTE PROMPT: Build Positive Relationships with a Challenging Class
Use this when: a class as a whole feels disengaged or difficult to manage.
Goal: Suggest ways to build a more positive relationship with a challenging class.
Context: I teach [subject] to Grade [grade]. The class dynamic is currently [describe, e.g. low engagement, high conflict, distrust]. This has been the case for [time period].
Source: Use these observations about the class: [paste specific examples].
Expectation: Suggest practical relationship-building strategies, a way to gather honest learner feedback safely, and small changes to try over the next two weeks with a way to measure whether things are improving.


Useful follow-up prompts:
1. Create a simple anonymous class feedback form.
1. Suggest an icebreaker activity suited to this age group.
1. Create a two-week action plan to try with this class.

Prompt 25: Draft Classroom Rules with Learner Input
	COPY, EDIT AND PASTE PROMPT: Draft Classroom Rules with Learner Input
Use this when: you want learners to have ownership over classroom expectations.
Goal: Design a process to co-create classroom rules with learner input.
Context: I teach Grade [grade]. I want learners to help shape the classroom rules while still meeting the school's code of conduct. Class size is [number].
Source: Use the school's code of conduct as a guide: [paste key requirements if known].
Expectation: Create a short facilitation process for co-creating rules with learners, sample discussion questions, and how to turn their input into a final class agreement that still meets school policy.


Useful follow-up prompts:
1. Create a poster version of the final agreed rules.
1. Suggest how to revisit and reinforce the rules mid-term.
1. Create a simple learner contract to sign.



Prompt Library 6: Parent and Guardian Communication
Use these prompts to communicate clearly and professionally with parents and guardians about progress, concerns and school matters.
Prompt 26: Draft a Progress Update to Parents
	COPY, EDIT AND PASTE PROMPT: Draft a Progress Update to Parents
Use this when: you want to keep parents informed about a learner's progress.
Goal: Draft a professional progress update message to a parent or guardian.
Context: The learner is in Grade [grade] [subject]. Current progress is [describe, e.g. improving, stable, declining]. Key points to mention are [list points].
Source: Use these notes on the learner's progress: [paste marks, observations or examples].
Expectation: Write a clear, warm and professional message summarising progress, one thing going well, one area for growth, and a suggested next step. Provide a shorter WhatsApp version as well.


Useful follow-up prompts:
1. Make this message more formal for an official school letter.
1. Create a version for a learner who is excelling.
1. Create a version requesting a follow-up meeting.

Prompt 27: Respond to a Difficult Parent Concern
	COPY, EDIT AND PASTE PROMPT: Respond to a Difficult Parent Concern
Use this when: a parent has raised a complaint or concern that needs a careful response.
Goal: Draft a calm, professional response to a parent's concern.
Context: The concern raised is [describe concern]. The background from my side is [facts]. The desired outcome is [explanation, reassurance, meeting, resolution].
Source: Use the parent's message or complaint here: [paste message].
Expectation: Write a calm, empathetic and professional response that acknowledges the concern, provides relevant facts, avoids defensive language, and proposes a clear next step. Escalate to the SMT if the matter involves safety or policy.


Useful follow-up prompts:
1. Make this response shorter for WhatsApp.
1. Make it more formal for an official email.
1. Suggest what to document internally after this exchange.

Prompt 28: Prepare for a Parent-Teacher Meeting
	COPY, EDIT AND PASTE PROMPT: Prepare for a Parent-Teacher Meeting
Use this when: you are meeting a parent or guardian to discuss a learner.
Goal: Help me prepare for a parent-teacher meeting.
Context: The learner is in Grade [grade] [subject]. The purpose of the meeting is [purpose, e.g. academic concern, behaviour, general progress]. The meeting is [in person/virtual] and lasts [time].
Source: Use these notes about the learner: [paste marks, observations or incidents].
Expectation: Create a meeting structure with opening, key points to raise, questions to ask the parent, points of agreement to reach, and a follow-up plan. Keep the tone collaborative and solution-focused.


Useful follow-up prompts:
1. Create a one-page summary to hand to the parent.
1. Draft the follow-up email after the meeting.
1. Suggest how to handle a parent who becomes defensive.

Prompt 29: Create a Class Newsletter or Update
	COPY, EDIT AND PASTE PROMPT: Create a Class Newsletter or Update
Use this when: you want to keep parents informed about class activities and upcoming events.
Goal: Draft a class newsletter or update for parents.
Context: The class is Grade [grade]. Recent activities include [list activities]. Upcoming events or requirements are [list, e.g. tests, excursions, items needed].
Source: Use these notes about the term's activities: [paste notes or calendar].
Expectation: Create a warm, well-organised newsletter with sections for recent highlights, upcoming dates, and any action needed from parents. Keep it scannable and appropriate for a busy parent to read quickly.


Useful follow-up prompts:
1. Create a shorter WhatsApp broadcast version.
1. Add a short section celebrating learner achievements.
1. Translate the key points into a second language used by parents.

Prompt 30: Communicate a Sensitive School Matter to Parents
	COPY, EDIT AND PASTE PROMPT: Communicate a Sensitive School Matter to Parents
Use this when: the school or class needs to communicate something sensitive, such as a policy change or incident.
Goal: Draft a sensitive communication to parents about a school matter.
Context: The matter is [describe, e.g. a change in homework policy, a safety concern, an incident affecting the class]. The tone needed is [reassuring/factual/firm]. This message is going to [class/grade/whole school].
Source: Use the facts and context here: [paste background information, cleared with the SMT if required].
Expectation: Write a clear, calm and factual message that explains the situation appropriately for parents, avoids unnecessary alarm, and states what the school is doing and what is expected of parents, if anything.


Useful follow-up prompts:
1. Create a shorter version for a text or app notification.
1. Suggest what questions parents are likely to ask in response.
1. Draft a follow-up message for a week later.



Prompt Library 7: Administration, Reporting and Compliance
Use these prompts to reduce admin time, prepare reports and stay on top of school compliance requirements.
Prompt 31: Prepare a Departmental or SMT Report
	COPY, EDIT AND PASTE PROMPT: Prepare a Departmental or SMT Report
Use this when: you need to report on your subject, grade or committee's progress.
Goal: Draft a departmental or SMT progress report.
Context: I am reporting on [subject/grade/committee] for [term/period]. Key areas to cover are [results, challenges, plans, resources needed]. The report is for [HOD/SMT/governing body].
Source: Use these notes and figures: [paste marks, statistics or minutes].
Expectation: Create a clear, structured report with summary, key data, challenges, actions taken, support needed and next steps. Keep the tone professional and evidence-based.


Useful follow-up prompts:
1. Create a one-page executive summary version.
1. Add a section highlighting successes to celebrate.
1. Suggest which figures would strengthen the report.

Prompt 32: Prepare for a CPTD, IQMS or Performance Review
	COPY, EDIT AND PASTE PROMPT: Prepare for a CPTD, IQMS or Performance Review
Use this when: you are preparing evidence and reflection for a professional review.
Goal: Help me prepare for a professional performance review.
Context: The review type is [CPTD/IQMS/school-based appraisal]. The focus areas are [list, e.g. lesson delivery, learner performance, professional conduct]. The period under review is [term/year].
Source: Use these notes on my activities and evidence: [paste notes, achievements, CPD points completed].
Expectation: Help me structure my self-reflection with strengths, areas for growth, evidence to support each point, and a professional development plan for the next period.


Useful follow-up prompts:
1. Draft a professional growth plan for next term.
1. Suggest evidence I may be missing.
1. Create talking points for the review meeting.

Prompt 33: Organise a Class or Subject Filing System
	COPY, EDIT AND PASTE PROMPT: Organise a Class or Subject Filing System
Use this when: records, marks and evidence feel disorganised.
Goal: Design a simple filing and record-keeping system for my subject or class.
Context: I teach [subject/grade]. I need to keep track of [assessments, attendance, moderation evidence, learner support records]. My current system is [describe current approach or lack of one].
Source: Use these record-keeping requirements: [paste any school policy on record keeping].
Expectation: Suggest a simple, sustainable filing structure (digital or paper), naming conventions, and a weekly or termly routine to keep it up to date without becoming a burden.


Useful follow-up prompts:
1. Create a checklist for what must be kept per learner.
1. Suggest a backup routine for digital records.
1. Create a moderation-ready evidence checklist.

Prompt 34: Draft Minutes for a Staff or Subject Meeting
	COPY, EDIT AND PASTE PROMPT: Draft Minutes for a Staff or Subject Meeting
Use this when: you need to turn a meeting discussion into clear minutes and actions.
Goal: Turn my meeting notes into clear, professional minutes.
Context: This was a [staff/subject/grade] meeting about [topic] with [attendees]. The purpose was [purpose].
Source: Meeting notes: [paste rough notes].
Expectation: Summarise the meeting into key discussion points, decisions made, actions with owners and deadlines, and any unresolved issues to follow up on.


Useful follow-up prompts:
1. Draft the follow-up email to attendees.
1. Create an action tracker table.
1. Identify any unclear decisions or missing owners.

Prompt 35: Prepare an Attendance and Punctuality Report
	COPY, EDIT AND PASTE PROMPT: Prepare an Attendance and Punctuality Report
Use this when: you need to analyse and report on attendance patterns.
Goal: Analyse and summarise class attendance and punctuality patterns.
Context: The class is Grade [grade]. The reporting period is [term/month]. Concerning patterns noted are [describe, e.g. repeated absences, chronic lateness].
Source: Use this attendance data: [paste attendance register summary or figures].
Expectation: Summarise attendance trends, flag learners of concern with the pattern described factually, and suggest a next step in line with school policy, such as parent contact or SMT escalation.


Useful follow-up prompts:
1. Draft a letter to parents about attendance concerns.
1. Create a simple weekly attendance tracking template.
1. Suggest early-warning indicators to monitor going forward.



Prompt Library 8: Professional Development and CPTD
Use these prompts to plan your own growth, prepare training and reflect on your teaching practice.
Prompt 36: Create a Personal Professional Development Plan
	COPY, EDIT AND PASTE PROMPT: Create a Personal Professional Development Plan
Use this when: you want to plan your own growth for the year or term.
Goal: Create a personal professional development plan.
Context: I teach [subject/grade]. My current strengths are [strengths]. Areas I want to develop are [areas]. CPTD points required this cycle are [number, if known].
Source: Use these self-reflection notes: [paste notes on recent lessons, feedback or appraisals].
Expectation: Create a development plan with 3 to 5 goals, suggested activities or courses to reach them, a rough timeline, and how I will know I have improved.


Useful follow-up prompts:
1. Suggest free or low-cost CPTD-accredited courses relevant to these goals.
1. Create a one-page summary to discuss with my HOD.
1. Suggest a peer observation focus linked to these goals.

Prompt 37: Prepare a Staff Training Session
	COPY, EDIT AND PASTE PROMPT: Prepare a Staff Training Session
Use this when: you are presenting training or a workshop to colleagues.
Goal: Prepare a staff training session on a teaching topic.
Context: The topic is [topic, e.g. differentiation, assessment for learning, classroom technology]. The audience is [describe colleagues and experience levels]. Time available is [minutes].
Source: Use these key points I want to cover: [paste notes or key research points].
Expectation: Create a session outline with objectives, key content, a practical activity for participants, discussion questions and a short handout summary.


Useful follow-up prompts:
1. Create presentation slide content for this session.
1. Create a feedback form for after the session.
1. Suggest a follow-up activity for colleagues to try in class.

Prompt 38: Reflect on a Lesson Observation
	COPY, EDIT AND PASTE PROMPT: Reflect on a Lesson Observation
Use this when: you have been observed or have observed a colleague and need to reflect constructively.
Goal: Help me reflect constructively on a lesson observation.
Context: The lesson observed was [subject/topic] for Grade [grade]. Feedback received or given was [summarise feedback]. The focus area was [describe focus, e.g. questioning technique, pacing].
Source: Use these observation notes: [paste feedback or notes taken during the lesson].
Expectation: Structure a reflection covering what went well, what could improve, likely root causes, and 2 to 3 specific actions to try in the next lesson on this focus area.


Useful follow-up prompts:
1. Create a short action plan to share with my mentor.
1. Suggest a specific technique to try next lesson.
1. Create reflective questions for future self-observation.

Prompt 39: Research a New Teaching Method
	COPY, EDIT AND PASTE PROMPT: Research a New Teaching Method
Use this when: you want to explore and evaluate a new teaching approach before trying it.
Goal: Summarise a new teaching method and how it could work in my classroom.
Context: The method is [describe method, e.g. flipped classroom, retrieval practice, cooperative learning]. My subject and grade are [subject/grade]. My main constraint is [describe, e.g. large class size, limited resources].
Source: Use any notes or articles I have gathered here: [paste summary or key points].
Expectation: Summarise how the method works, its evidence base in plain language, practical steps to trial it in my context, and likely challenges given my stated constraint.


Useful follow-up prompts:
1. Create a simple lesson plan trialling this method.
1. Suggest how to measure whether it is working.
1. Create a summary to share with my subject head.

Prompt 40: Build a Teaching Portfolio Summary
	COPY, EDIT AND PASTE PROMPT: Build a Teaching Portfolio Summary
Use this when: you need to summarise your teaching achievements for an appraisal, promotion or job application.
Goal: Help me build a professional teaching portfolio summary.
Context: I teach [subject/grade] with [number] years of experience. Key achievements include [list achievements, e.g. results improvement, extracurricular leadership, projects run].
Source: Use these notes on my career and achievements: [paste CV points or notes].
Expectation: Create a concise, evidence-based portfolio summary highlighting impact on learners, professional growth, and leadership contributions, written in a confident but honest professional tone.


Useful follow-up prompts:
1. Create a shorter version for a CV summary paragraph.
1. Suggest achievements I may be underselling.
1. Create talking points for a promotion interview.



Prompt Library 9: Extra-Curricular and School Life
Use these prompts to plan extracurricular activities, events and the wider school experience beyond the classroom.
Prompt 41: Plan an Extracurricular Activity or Club
	COPY, EDIT AND PASTE PROMPT: Plan an Extracurricular Activity or Club
Use this when: you are starting or running a club, society or sports team.
Goal: Create a plan for running an extracurricular activity or club.
Context: The activity is [describe, e.g. debating society, coding club, athletics]. Learners involved are Grade [grades]. Available time is [describe, e.g. weekly after school slot].
Source: Use these notes on goals and resources: [paste notes on aims, budget or equipment available].
Expectation: Create a term plan with weekly focus areas, activities, resources needed, and a way to showcase progress, such as a competition, performance or exhibition.


Useful follow-up prompts:
1. Create a recruitment message to attract more learners.
1. Create a simple attendance and progress tracker.
1. Suggest a low-cost way to enter a competition or showcase.

Prompt 42: Organise a School Event or Excursion
	COPY, EDIT AND PASTE PROMPT: Organise a School Event or Excursion
Use this when: you are planning a school trip, event or excursion.
Goal: Help me plan a school event or excursion.
Context: The event is [describe event, e.g. school trip, sports day, cultural evening]. Learners involved are Grade [grades], approximately [number]. Budget is about R[amount].
Source: Use these notes on the event goals and constraints: [paste notes on venue, transport or logistics].
Expectation: Create an event plan with timeline, logistics checklist, safety and supervision considerations, permission slip requirements, and a communication plan for parents.


Useful follow-up prompts:
1. Draft the parent permission letter.
1. Create a day-of-event run sheet.
1. Create a risk assessment checklist for the outing.

Prompt 43: Prepare a Speech or Assembly Talk
	COPY, EDIT AND PASTE PROMPT: Prepare a Speech or Assembly Talk
Use this when: you need to address learners or parents at an assembly or event.
Goal: Draft a speech or assembly talk.
Context: The occasion is [describe occasion, e.g. Monday assembly, prize-giving, matric farewell]. The audience is [learners/parents/staff]. The key message is [message].
Source: Use these key points and any personal anecdotes: [paste notes or stories to include].
Expectation: Write a speech with an engaging opening, 2 to 3 clear points supporting the key message, a relevant local example or story, and a memorable closing line. Keep the tone appropriate for the occasion and audience.


Useful follow-up prompts:
1. Shorten this to a 2-minute version.
1. Make the tone more light-hearted for a younger audience.
1. Suggest a strong closing quote or call to action.

Prompt 44: Support Learner Leadership Structures
	COPY, EDIT AND PASTE PROMPT: Support Learner Leadership Structures
Use this when: you are supporting the RCL, prefects or a learner leadership body.
Goal: Help me support and develop a learner leadership structure.
Context: The structure is [RCL/prefect body/other]. Learners involved are Grade [grades]. Current challenges are [describe, e.g. low engagement, unclear roles, conflict].
Source: Use these notes on the structure's current functioning: [paste notes on roles or recent activities].
Expectation: Suggest a simple framework for roles and responsibilities, a meeting rhythm, leadership development activities, and ways to keep learners accountable and motivated.


Useful follow-up prompts:
1. Create a role description for a specific leadership position.
1. Create an agenda for the next leadership meeting.
1. Suggest a small project this structure could lead this term.

Prompt 45: Plan a Wellbeing or Life Skills Session
	COPY, EDIT AND PASTE PROMPT: Plan a Wellbeing or Life Skills Session
Use this when: you are running a life orientation, wellbeing or advisory period.
Goal: Plan a wellbeing or life skills session for my class.
Context: The topic is [topic, e.g. exam stress, digital wellbeing, career choices]. Learners are Grade [grade]. Time available is [minutes].
Source: Use these notes on the specific concerns in my class: [paste observations or learner feedback].
Expectation: Create a session plan with a discussion opener, key content in age-appropriate language, an interactive activity, and a takeaway message or resource for learners.


Useful follow-up prompts:
1. Create a handout with key tips for learners to keep.
1. Suggest how to handle a sensitive disclosure during the session.
1. Create a shorter version for a 15-minute advisory period.



Prompt Library 10: Innovation, Technology and Growth in Teaching
Use these prompts to explore new tools, use AI wisely in your own practice, and keep developing as an educator.
Prompt 46: Identify Where AI Can Help in My Teaching
	COPY, EDIT AND PASTE PROMPT: Identify Where AI Can Help in My Teaching
Use this when: you want to identify practical, appropriate ways to use AI in your role.
Goal: Identify practical ways to use AI in my teaching and admin work.
Context: I teach [subject/grade] at a [type of school]. My biggest time pressures are [list, e.g. marking, lesson prep, admin, reporting]. Access to technology in my classroom is [describe access].
Source: Use these tasks and pain points: [paste list of time-consuming tasks].
Expectation: Identify AI use cases ranked by time saved, ease of implementation and appropriateness for a school setting. Include example prompts, first steps, and safeguards around learner data and academic integrity.


Useful follow-up prompts:
1. Create a 30-day plan to start using AI in my planning.
1. Identify tasks that should not be delegated to AI.
1. Create a simple AI use guideline to share with learners.

Prompt 47: Evaluate a New EdTech Tool
	COPY, EDIT AND PASTE PROMPT: Evaluate a New EdTech Tool
Use this when: you are considering adopting a new classroom technology or platform.
Goal: Evaluate whether a new EdTech tool is worth adopting in my classroom.
Context: The tool is [describe tool or type of tool]. My context is [subject/grade, school resources, connectivity]. My main goal in using it would be [goal].
Source: Use these notes on the tool's features and cost: [paste details, if known].
Expectation: Evaluate the tool against practicality, cost, learner access, data privacy and likely impact on learning. Recommend adopt, trial first, or avoid, with reasons.


Useful follow-up prompts:
1. Create a small trial plan with one class before wider rollout.
1. Suggest questions to ask the SMT before adopting this tool.
1. Identify data privacy questions to check under POPIA.

Prompt 48: Design an AI Literacy Lesson for Learners
	COPY, EDIT AND PASTE PROMPT: Design an AI Literacy Lesson for Learners
Use this when: you want to teach learners how to use AI tools responsibly.
Goal: Design a lesson teaching learners how to use AI responsibly.
Context: Learners are Grade [grade]. They are currently using AI tools for [describe, e.g. homework help, research, writing]. Concerns include [describe concerns, e.g. plagiarism, over-reliance].
Source: Use these observations of how learners are currently using AI: [paste examples].
Expectation: Create a lesson that teaches learners what AI can and cannot do reliably, how to use it as a study aid rather than a shortcut, and where the line is between support and academic dishonesty.


Useful follow-up prompts:
1. Create a simple classroom AI use policy for learners to sign.
1. Create discussion questions on AI and academic honesty.
1. Create a worksheet comparing an AI-generated answer to a learner's own work.

Prompt 49: Build a Personal Growth Roadmap as an Educator
	COPY, EDIT AND PASTE PROMPT: Build a Personal Growth Roadmap as an Educator
Use this when: you want a longer-term view of your career and skills development.
Goal: Create a 12-month professional growth roadmap.
Context: I am a [role, e.g. subject teacher, HOD, aspiring SMT member] with [number] years of experience. My growth goal is [goal, e.g. promotion, subject mastery, leadership skills]. Main constraints are [constraints].
Source: Use these current strengths, interests and constraints: [paste notes].
Expectation: Create a 12-month roadmap by term with priorities, courses or qualifications to pursue, leadership opportunities to seek out, and success measures for each stage.


Useful follow-up prompts:
1. Turn this into a termly checklist.
1. Suggest first-term action steps.
1. Identify what support or budget I would need to request from the school.

Prompt 50: Find Innovative Ideas from Other Schools
	COPY, EDIT AND PASTE PROMPT: Find Innovative Ideas from Other Schools
Use this when: you want fresh ideas for improving teaching, engagement or school culture.
Goal: Identify innovative practices from other schools that could work in my context.
Context: My school is a [type of school] in [location]. I am looking for ideas to improve [describe area, e.g. reading culture, homework completion, staff morale]. Our constraints are [constraints].
Source: Use these notes on what has already been tried: [paste notes on past attempts].
Expectation: Suggest 5 practical ideas used in similar school contexts, ranked by cost, ease of implementation and likely impact, with a simple first step for testing the most promising one.


Useful follow-up prompts:
1. Create a proposal to present this idea to the SMT.
1. Create a small pilot plan for one class or grade.
1. Suggest how to measure whether the idea is working.



Final Thoughts
AI becomes valuable when it is used consistently on real teaching and school tasks. The aim is not to use AI for everything. The aim is to use it where it saves time, improves thinking, strengthens communication or helps you support learners with more clarity.
As you work through this guide, keep building your own prompt library. Save the prompts that work, improve the ones that are too generic, and adapt them for your subject, grade and school context. Over time, this becomes a practical professional asset.
	Your next step
Choose one teaching area that matters most right now. Pick three prompts from that section. Use them this week. Refine the outputs, turn them into lessons or actions, and review what changed. Small, consistent use is where the value starts.




About Gen AI Innovation™
This guide is part of the Gen AI Innovation™ Prompt Library Series: practical, sector-specific AI prompt collections created for South African business owners and professionals.
Gen AI Innovation™ provides practical AI training, strategic consulting and hands-on workshops that help teams turn AI from a buzzword into a daily working habit.
If this guide helped your school, consider building a companion library for another role in your team. Subject heads, school administrators, governing bodies or support staff each benefit from their own tailored prompt set.
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