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The South African Practical AI Prompt Library
for Operations Managers
50 practical GCSE prompts to streamline processes, control costs and keep operations running smoothly.
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Welcome
Operations managers keep the engine room of the business running. On any given day you are balancing production or service delivery, staff schedules, supplier reliability, stock levels, safety compliance, budgets and reporting, often all at once. This guide was created to help South African operations managers use AI as a practical productivity tool, not as a theoretical concept.
The prompts in this guide are designed for everyday operational use. They can help you plan more clearly, respond faster, standardise processes and make more structured decisions. They do not replace your judgement, experience or the qualified professionals you rely on for safety, legal or engineering sign-off. They help you organise your thinking and produce useful first drafts, checklists, schedules and reports.

	Important mindset
AI works best when you treat it like a capable 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 task instead of leaving it to guess what you want.
1. Context: makes the answer relevant to your site, industry, shift pattern, equipment and constraints.
1. Source: tells the AI what information to use, which reduces generic answers and improves accuracy.
1. Expectation: clarifies the format, tone, level of detail and practical output you need.


How to Use This Prompt Library
1. Choose the prompt that matches the operational 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 site, team and operation.
1. Add any relevant source information, such as production numbers, shift notes, incident reports or supplier data.
1. Check the response carefully. AI can make mistakes and may miss important operational or safety context.
1. Ask follow-up questions to improve the answer, make it more practical or change the format.
1. Save the prompts and versions that work best for your operation.

	Practical reminder
Do not paste confidential production data, supplier contract terms, employee information or safety incident details with personal information into an AI tool unless you are certain your organisation allows it and you understand the privacy settings of the tool you are using.



Tips for Better AI Results
1. Be specific about your industry, site size, shift pattern, equipment and location.
1. Use numbers where possible: output volumes, downtime hours, staff numbers, stock levels, defect rates or lead times.
1. Ask for tables, checklists, schedules or action plans when you need practical outputs.
1. Ask the AI to challenge your assumptions, identify risks and suggest practical next steps.
1. Refine weak answers by saying what is missing, what is too general, or what needs to be more site-specific.
1. Use your judgement. AI is a support tool, not a substitute for accountable operational decision-making.


Tips for Safe and Effective AI Use
AI can be a powerful operational tool, but it works best inside sensible guardrails. Keep these principles in mind every time you or your team use an AI tool for operational tasks.

Protect confidential information
1. Never paste employee ID numbers, banking details, passwords, medical information or full personnel records into a public AI tool.
1. If in doubt about what is confidential, including supplier pricing and contract terms, 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 inaccurate, outdated or simply wrong. Always verify figures, specifications, timelines and regulatory requirements.
1. Treat AI output as a first draft. Read it critically, correct it, and add your own operational knowledge before it goes to your team, a supplier or a customer.
Keep a human in charge of decisions
1. Use AI to organise your thinking and speed up drafting, not to make final safety, legal, HR or capital expenditure decisions on its own.
1. For anything with health and safety, labour law (BCEA, LRA, OHSA) or engineering implications, confirm the output with a qualified professional or your SHE representative.
Protect your operation's standards and relationships
1. Edit AI-generated communications so they reflect your actual site standards, not a generic template.
1. Be transparent with your team and suppliers about when AI has been used to support (not replace) planning and communication, where relevant.
Manage access and accountability
1. Agree with your team which AI tools are approved for operational use and what information may or may not be shared with them.
1. Keep a record of prompts and outputs used for important operational decisions, in case you need to explain your reasoning later.

	Golden rule
AI produces a first draft. You produce the final output. Your name, and the safety and performance of your operation, go on it. Always own the result.




The Operations Manager Prompt Library
The following 50 prompts are grouped into 10 practical operational areas. They are written for South African operations managers and can be adapted to almost any sector, including manufacturing, logistics, warehousing, retail operations, food and beverage, facilities management and field services.

	How to customise the prompts
Replace the words in square brackets with your own information. Add more context whenever possible: your site, shift pattern, equipment, current numbers, pain points and desired outcome. After the first answer, ask follow-up questions until the output is useful enough to act on.




Prompt Library 1: Process Improvement and Workflow Efficiency
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Use these prompts to map, simplify and speed up the processes that keep your operation moving.

Prompt 1: Map and Improve a Core Operational Process
	COPY, EDIT AND PASTE PROMPT: Map and Improve a Core Operational Process
Use this when: a process is slow, inconsistent or frustrating for your team.
Goal: Help me map and improve a core operational process.
Context: The process is [describe process, e.g. order fulfilment, production changeover, goods receiving]. It currently involves [people/systems/equipment/steps]. The problems are [delays, errors, rework, poor handovers, safety concerns].
Source: Use these current process steps or notes: [paste process notes].
Expectation: Map the current process step by step, identify bottlenecks and non-value-adding steps, suggest practical improvements, assign owners, and create a simplified future-state process.


Useful follow-up prompts:
1. Create a one-page visual process flow I can print for the floor.
1. Identify which steps could be automated or digitised.
1. Create staff instructions for the new process.

Prompt 2: Identify Bottlenecks in Daily Operations
	COPY, EDIT AND PASTE PROMPT: Identify Bottlenecks in Daily Operations
Use this when: output is slower than expected and you need to find the real constraint.
Goal: Help me identify the biggest bottleneck in my daily operations.
Context: My operation runs [describe operation type and shift pattern]. Daily throughput is about [amount/units]. The stages involved are [list stages]. I suspect the slowdown is happening around [area].
Source: Use these production, time or handover notes: [paste data or observations].
Expectation: Identify the most likely bottleneck, explain the reasoning, estimate the impact on output, and suggest three practical actions to relieve it within two weeks.


Useful follow-up prompts:
1. Create a simple daily bottleneck tracking sheet.
1. Suggest how to test whether this is really the constraint.
1. Create a briefing note for my shift supervisors.

Prompt 3: Standardise a Recurring Workflow
	COPY, EDIT AND PASTE PROMPT: Standardise a Recurring Workflow
Use this when: the same task is done differently by different people or shifts.
Goal: Create a standardised way of performing a recurring operational task.
Context: The task is [task name], performed by [role/shift]. Currently it is done inconsistently because [reasons]. This causes [quality issues, delays, confusion].
Source: Use these current variations or examples of how it is done: [paste notes].
Expectation: Create one standard method with clear steps, required checks, time estimates per step, and a short explanation of why standardising this task matters.


Useful follow-up prompts:
1. Turn this into a laminated one-page reference card.
1. Create a short training script to introduce the standard.
1. Identify what could go wrong if shifts don't follow it.

Prompt 4: Reduce Turnaround Time on Key Tasks
	COPY, EDIT AND PASTE PROMPT: Reduce Turnaround Time on Key Tasks
Use this when: customers, internal teams or production lines are waiting too long for something to be completed.
Goal: Identify practical ways to reduce turnaround time on a key operational task.
Context: The task is [describe task, e.g. order processing, maintenance response, dispatch]. Current average turnaround is [time]. The target is [time]. Constraints include [staffing, equipment, approvals].
Source: Use these process steps and timing notes: [paste notes].
Expectation: Break the turnaround time down by stage, identify where most time is lost, and suggest specific actions ranked by ease and impact to close the gap.


Useful follow-up prompts:
1. Create a before-and-after timeline diagram description.
1. Suggest which approvals could be simplified or removed.
1. Create a weekly turnaround-time tracking table.

Prompt 5: Automate a Repetitive Operational Task
	COPY, EDIT AND PASTE PROMPT: Automate a Repetitive Operational Task
Use this when: your team spends too much time on manual, repetitive administrative work.
Goal: Identify how a repetitive operational task could be simplified or automated.
Context: The task is [describe task, e.g. logging stock movements, compiling shift reports, scheduling]. It currently takes [time] per [day/week] and is done by [role].
Source: Use these details about the current manual process and available systems: [paste notes, e.g. spreadsheets, ERP system used].
Expectation: Suggest practical ways to reduce manual effort, including templates, simple automation options, and what should stay manual for accuracy or accountability reasons. Include an implementation difficulty rating for each suggestion.


Useful follow-up prompts:
1. Create a spreadsheet template that reduces the manual steps.
1. Identify the risks of automating this task.
1. Create a rollout plan for the change.



Prompt Library 2: Supply Chain and Procurement Management
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Use these prompts to strengthen supplier relationships, manage procurement and build resilience into your supply chain.

Prompt 6: Create a Procurement Improvement Plan
	COPY, EDIT AND PASTE PROMPT: Create a Procurement Improvement Plan
Use this when: procurement is slow, inconsistent or not delivering value for money.
Goal: Create a practical procurement improvement plan for my operation.
Context: My business is [business type/industry] in South Africa. We procure [materials/services] from [number] suppliers. Current challenges are [challenges, e.g. long lead times, price increases, poor documentation].
Source: Use these procurement notes and figures: [paste notes].
Expectation: Present a 90-day procurement improvement plan with priorities, actions, responsible person, expected impact and risks. Keep it practical and compliant with our internal approval processes.


Useful follow-up prompts:
1. Create a supplier approval checklist.
1. Identify quick wins versus longer-term changes.
1. Create a procurement policy summary for new staff.

Prompt 7: Evaluate Supplier Reliability
	COPY, EDIT AND PASTE PROMPT: Evaluate Supplier Reliability
Use this when: you need to decide whether to continue with a supplier or find alternatives.
Goal: Help me evaluate the reliability of a key supplier.
Context: The supplier provides [product/service]. Recent issues include [late deliveries, quality problems, price changes, communication gaps]. This supplier is [critical/moderate/low] to our operation.
Source: Use this delivery and performance history: [paste notes or data].
Expectation: Create a supplier evaluation with a scorecard covering reliability, quality, price, communication and risk. Recommend whether to continue, put on notice, or replace, with reasoning.


Useful follow-up prompts:
1. Draft a supplier performance review email.
1. Create a shortlist of evaluation criteria for a replacement supplier.
1. Suggest questions to ask in a supplier review meeting.

Prompt 8: Reduce Supply Chain Risk
	COPY, EDIT AND PASTE PROMPT: Reduce Supply Chain Risk
Use this when: you want to understand where your supply chain is exposed and how to reduce that exposure.
Goal: Identify the main supply chain risks facing my operation and how to manage them.
Context: My operation relies on [key suppliers/materials/transport routes]. Known risk factors include [load shedding, port delays, single-source suppliers, currency fluctuation, seasonal demand].
Source: Use this information and any additional details here: [paste notes].
Expectation: Create a supply chain risk register with risk, likelihood, impact, early warning signs, mitigation actions, contingency plan and owner.


Useful follow-up prompts:
1. Rank these risks by urgency for the next quarter.
1. Create a single-source-supplier reduction plan.
1. Create a one-page risk summary for management.

Prompt 9: Negotiate Better Terms with Suppliers
	COPY, EDIT AND PASTE PROMPT: Negotiate Better Terms with Suppliers
Use this when: you are preparing for a supplier negotiation on price, terms or service levels.
Goal: Help me prepare to negotiate better terms with a supplier.
Context: The supplier is [supplier name/type]. We currently pay [price/terms]. Our leverage includes [volume, length of relationship, payment reliability, alternative suppliers]. Our goal is [price reduction, better payment terms, improved service levels].
Source: Use this current contract and relationship information: [paste notes].
Expectation: Create a negotiation brief with our position, likely supplier objections, trade-offs we could offer, a target and a walk-away point, and opening talking points.


Useful follow-up prompts:
1. Draft an opening negotiation email.
1. Create a summary of the agreed terms after negotiation.
1. Suggest how to phase in the new terms without disrupting supply.

Prompt 10: Plan for Supply Chain Disruptions
	COPY, EDIT AND PASTE PROMPT: Plan for Supply Chain Disruptions
Use this when: you want to be ready for disruptions such as load shedding, transport delays or port congestion.
Goal: Create a contingency plan for likely supply chain disruptions.
Context: My operation depends on [key inputs, transport methods, ports or routes]. Common disruptions we face are [load shedding, strikes, port delays, weather, border delays]. Our current buffer is [stock levels/lead time].
Source: Use these notes on past disruptions and their impact: [paste notes].
Expectation: Create a disruption contingency plan covering early warning signs, buffer stock recommendations, alternative suppliers or routes, communication plan and recovery steps.


Useful follow-up prompts:
1. Create a load-shedding contingency checklist.
1. Identify which inputs need the largest safety stock.
1. Create a supplier communication template for disruption notices.



Prompt Library 3: Inventory and Stock Control
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Use these prompts to improve stock accuracy, reduce waste and keep the right stock in the right place.

Prompt 11: Improve Stock Control Accuracy
	COPY, EDIT AND PASTE PROMPT: Improve Stock Control Accuracy
Use this when: stock counts don't match your system records.
Goal: Identify practical ways to improve stock control accuracy.
Context: My operation stores [type of stock] across [number] locations. Current variance between system and physical stock is about [percentage/amount]. Suspected causes include [poor recording, theft, damage, receiving errors].
Source: Use these stock variance notes and recent count results: [paste notes].
Expectation: Identify likely root causes, suggest process changes to improve accuracy, recommend a cycle counting approach, and propose metrics to track improvement monthly.


Useful follow-up prompts:
1. Create a cycle count schedule template.
1. Create a stock receiving checklist to reduce errors.
1. Draft a staff briefing on accurate stock recording.

Prompt 12: Reduce Excess and Slow-Moving Stock
	COPY, EDIT AND PASTE PROMPT: Reduce Excess and Slow-Moving Stock
Use this when: cash is tied up in stock that isn't moving.
Goal: Help me reduce excess and slow-moving stock in my operation.
Context: My business holds stock of [product/material types]. Current slow-moving or excess stock is worth about R[amount]. This is affecting [cash flow, storage space, obsolescence risk].
Source: Use this stock ageing data or notes: [paste notes].
Expectation: Suggest practical options to reduce excess stock, including internal use, returns to supplier, discounting, bundling or write-off criteria. Include a 60-day action plan.


Useful follow-up prompts:
1. Create a stock ageing report layout.
1. Draft a message to sales about clearing slow-moving stock.
1. Suggest reorder rules to prevent this recurring.

Prompt 13: Set Up a Stock Reorder System
	COPY, EDIT AND PASTE PROMPT: Set Up a Stock Reorder System
Use this when: you keep running out of stock or over-ordering.
Goal: Help me design a simple, reliable stock reorder system.
Context: My operation stocks [number] key items. Lead times range from [time] and usage varies by [seasonality/demand pattern]. We currently reorder based on [method, e.g. gut feel, spreadsheet, ERP alerts].
Source: Use this usage and lead time data: [paste notes].
Expectation: Design a reorder point and safety stock approach for key items, explain the logic in plain English, and propose how often it should be reviewed.


Useful follow-up prompts:
1. Create a reorder point calculation table I can reuse.
1. Identify which items need the tightest control.
1. Create a monthly stock review checklist.

Prompt 14: Conduct a Stock Take Review
	COPY, EDIT AND PASTE PROMPT: Conduct a Stock Take Review
Use this when: you need to plan or debrief a stock take.
Goal: Help me plan and review a stock take for my operation.
Context: The stock take covers [area/warehouse/store]. It happens [frequency]. Past stock takes have had issues with [time taken, accuracy, staff availability, disruption to operations].
Source: Use these notes from previous stock takes: [paste notes].
Expectation: Create a stock take plan with preparation steps, team roles, counting method, variance investigation process and a post-count review agenda.


Useful follow-up prompts:
1. Create a stock take instruction sheet for counters.
1. Create a variance investigation template.
1. Suggest how to minimise operational disruption during the count.

Prompt 15: Prevent Stock Loss and Shrinkage
	COPY, EDIT AND PASTE PROMPT: Prevent Stock Loss and Shrinkage
Use this when: shrinkage is higher than it should be and you need to tighten controls.
Goal: Identify practical ways to reduce stock loss and shrinkage.
Context: My operation experiences shrinkage of about [percentage/amount] per [month/quarter]. Suspected causes include [theft, damage, administrative errors, supplier short-delivery].
Source: Use these loss incident notes or patterns: [paste notes].
Expectation: Identify likely causes ranked by probability, suggest control improvements covering physical security, process changes and staff accountability, and propose how to monitor shrinkage going forward.


Useful follow-up prompts:
1. Create a warehouse access control checklist.
1. Draft a staff communication about shrinkage without accusing anyone.
1. Create a monthly shrinkage tracking sheet.



Prompt Library 4: Quality Control and Compliance
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Use these prompts to build consistent quality standards and stay ready for audits and compliance checks.

Prompt 16: Create a Quality Control Checklist
	COPY, EDIT AND PASTE PROMPT: Create a Quality Control Checklist
Use this when: you need consistent quality checks across shifts or sites.
Goal: Create a practical quality control checklist for my operation.
Context: We produce/deliver [product/service]. Common quality issues include [defects, inconsistency, customer complaints]. Checks are currently performed by [role] at [stage of process].
Source: Use these quality standards, specifications or past defect notes: [paste notes].
Expectation: Create a quality control checklist with check points, pass/fail criteria, frequency, responsible person and escalation steps for failures.


Useful follow-up prompts:
1. Turn this into a digital or paper-based inspection form.
1. Create a defect logging template.
1. Create a short training guide for new quality checkers.

Prompt 17: Investigate a Quality Failure
	COPY, EDIT AND PASTE PROMPT: Investigate a Quality Failure
Use this when: a defect, complaint or quality failure needs to be properly investigated.
Goal: Help me investigate a quality failure and identify the root cause.
Context: The failure is [describe issue]. It was identified by [customer complaint, internal check, audit]. It has affected [units/customers/batches].
Source: Use these facts, inspection notes and timeline details: [paste notes].
Expectation: Analyse possible causes using a structured method, identify the most likely root cause, recommend corrective and preventive actions, and suggest how to verify the fix worked.


Useful follow-up prompts:
1. Use the 5 Whys method on this failure.
1. Create a corrective action report template.
1. Draft a customer communication about the resolution.

Prompt 18: Prepare for a Compliance Audit
	COPY, EDIT AND PASTE PROMPT: Prepare for a Compliance Audit
Use this when: you are preparing for an internal, customer or regulatory compliance audit (e.g. OHSA, SANS, ISO).
Goal: Help me prepare for an upcoming compliance audit.
Context: The audit covers [OHSA compliance/SANS standard/ISO certification/customer audit]. Our last audit findings were [findings]. The audit is scheduled for [date].
Source: Use these previous audit notes, corrective actions and current documentation status: [paste notes].
Expectation: Create an audit readiness checklist covering documentation, physical checks, staff preparation and outstanding corrective actions, with a countdown timeline to the audit date.


Useful follow-up prompts:
1. Create a mock audit question list.
1. Create a document control checklist.
1. Draft a staff briefing on what to expect during the audit.

Prompt 19: Build a Non-Conformance Reporting Process
	COPY, EDIT AND PASTE PROMPT: Build a Non-Conformance Reporting Process
Use this when: non-conformances are not being consistently recorded or actioned.
Goal: Create a simple non-conformance reporting and resolution process.
Context: Non-conformances currently occur around [processes/products]. They are reported [inconsistently/verbally/not at all]. We want a system that staff will actually use.
Source: Use these examples of past non-conformances: [paste notes].
Expectation: Design a non-conformance process with reporting steps, required information, investigation responsibility, corrective action tracking and closure criteria.


Useful follow-up prompts:
1. Create a one-page non-conformance report form.
1. Create a monthly non-conformance trend summary format.
1. Create staff instructions for when and how to report.

Prompt 20: Improve Product or Service Consistency
	COPY, EDIT AND PASTE PROMPT: Improve Product or Service Consistency
Use this when: output quality varies between shifts, operators or locations.
Goal: Help me improve consistency in our product or service delivery.
Context: We deliver [product/service] across [shifts/sites/teams]. Customers or internal checks have noted inconsistency in [specific aspect].
Source: Use these examples of variation and current standard procedures: [paste notes].
Expectation: Identify likely causes of inconsistency, recommend standardisation actions, and suggest how to measure and monitor consistency going forward.


Useful follow-up prompts:
1. Create a standard work instruction for the inconsistent step.
1. Create a consistency scorecard across shifts or sites.
1. Suggest a peer-check or buddy system to reduce variation.



Prompt Library 5: Team Leadership and Staff Scheduling
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Use these prompts to build schedules, manage staffing challenges and get the best from your operational team.

Prompt 21: Create a Weekly Staff Roster
	COPY, EDIT AND PASTE PROMPT: Create a Weekly Staff Roster
Use this when: you need a fair, efficient shift schedule that covers demand.
Goal: Help me create a weekly staff roster for my operation.
Context: I manage [number] staff across [shift pattern, e.g. day/night, 2-shift, 3-shift]. Demand varies by [day/hour/season]. Constraints include [BCEA working hour limits, leave, skills coverage, overtime budget].
Source: Use these staff availability, skills and demand notes: [paste notes].
Expectation: Create a weekly roster structure balancing coverage, fairness and cost, and flag any BCEA working-hour or rest-period risks that need checking with HR.


Useful follow-up prompts:
1. Create a roster template I can reuse weekly.
1. Identify where overtime could be reduced.
1. Create a shift handover checklist.

Prompt 22: Improve Team Productivity
	COPY, EDIT AND PASTE PROMPT: Improve Team Productivity
Use this when: output per person is lower than expected and you want practical ways to lift it.
Goal: Identify practical ways to improve team productivity.
Context: My team of [number] performs [type of work]. Current productivity is [describe, e.g. units per shift]. Suspected issues include [training gaps, unclear priorities, equipment downtime, morale].
Source: Use these observations and performance notes: [paste notes].
Expectation: Identify likely causes of lost productivity, suggest practical improvements ranked by ease and impact, and propose how to measure improvement over the next 30 days.


Useful follow-up prompts:
1. Create a daily huddle agenda to reset priorities.
1. Create a simple productivity tracking sheet.
1. Suggest recognition ideas that don't require budget.

Prompt 23: Handle Absenteeism and Staff Shortages
	COPY, EDIT AND PASTE PROMPT: Handle Absenteeism and Staff Shortages
Use this when: unplanned absences are disrupting your operation.
Goal: Help me manage absenteeism and staff shortages more effectively.
Context: Our absenteeism rate is about [percentage] per [month]. Common reasons include [illness, transport, unauthorised absence]. This causes [coverage gaps, overtime costs, missed targets].
Source: Use these absence patterns and current policy: [paste notes].
Expectation: Suggest practical short-term coverage options, longer-term measures to reduce absenteeism, and how to distinguish genuine cases from a pattern that needs an HR or disciplinary conversation, referencing the BCEA and LRA where relevant. Recommend confirming any disciplinary steps with HR.


Useful follow-up prompts:
1. Create a standby or on-call roster option.
1. Create an absence-tracking log template.
1. Draft talking points for a return-to-work conversation.

Prompt 24: Prepare for a Team Performance Review
	COPY, EDIT AND PASTE PROMPT: Prepare for a Team Performance Review
Use this when: you need to give fair, useful feedback to an operational team member.
Goal: Help me prepare for a fair and constructive team performance review.
Context: The employee is in the role of [role]. Strengths include [strengths]. Areas needing improvement are [describe facts, not opinions]. This is a [routine/performance concern] review.
Source: Use these examples or incidents: [paste notes].
Expectation: Create a review structure with talking points, specific examples, questions to ask, development actions and a follow-up plan. Avoid legal conclusions and recommend that serious performance or conduct matters be checked with HR.


Useful follow-up prompts:
1. Create a development plan template.
1. Make the feedback more balanced and specific.
1. Create a written summary template for the review.

Prompt 25: Onboard New Operational Staff
	COPY, EDIT AND PASTE PROMPT: Onboard New Operational Staff
Use this when: you are bringing a new team member onto the floor or into a shift.
Goal: Create a practical onboarding plan for a new operational employee.
Context: The new employee will work as [role] in [department/shift]. They need to learn [equipment, safety procedures, systems, standards, team routines].
Source: Use these notes about the role, site and equipment: [paste notes].
Expectation: Create a 30-day onboarding plan with week-by-week activities, safety induction requirements, shadowing, check-ins and success measures.


Useful follow-up prompts:
1. Create a first-day site induction checklist.
1. Create a safety induction sign-off sheet.
1. Create questions to check understanding after week one.



Prompt Library 6: Health, Safety and Risk Management
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Use these prompts to strengthen workplace safety, manage risk and respond effectively when things go wrong.

Prompt 26: Create a Workplace Health and Safety Checklist
	COPY, EDIT AND PASTE PROMPT: Create a Workplace Health and Safety Checklist
Use this when: you need a practical, OHSA-aligned safety checklist for your site.
Goal: Create a workplace health and safety checklist for my operation.
Context: My site is a [type of facility, e.g. warehouse, factory, workshop]. Key hazards include [machinery, forklifts, chemicals, working at height, manual handling]. We must align with the Occupational Health and Safety Act (OHSA) and our internal SHE policy.
Source: Use these known hazards and past incident notes: [paste notes].
Expectation: Create a practical daily or weekly safety checklist covering the key hazard areas, with clear pass/fail points and escalation steps. Recommend that the checklist be reviewed and signed off by a qualified SHE representative before use.


Useful follow-up prompts:
1. Create a version for shift supervisors to sign off daily.
1. Create a toolbox talk based on the top three hazards.
1. Identify which items need photographic evidence.

Prompt 27: Conduct a Risk Assessment for a Work Area
	COPY, EDIT AND PASTE PROMPT: Conduct a Risk Assessment for a Work Area
Use this when: you need to identify and document hazards in a specific work area.
Goal: Help me draft a risk assessment for a specific work area.
Context: The area is [describe area/task, e.g. loading bay, production line, cold room]. Activities performed there include [activities]. Known or suspected hazards include [hazards].
Source: Use these observations, past incidents and existing controls: [paste notes].
Expectation: Create a risk assessment table with hazard, who could be harmed, likelihood, severity, current controls, additional controls needed and responsible person. Recommend final sign-off by a qualified SHE professional.


Useful follow-up prompts:
1. Create a hazard-specific control action plan.
1. Rank the risks by priority for action.
1. Create a review schedule for this risk assessment.

Prompt 28: Investigate a Workplace Incident
	COPY, EDIT AND PASTE PROMPT: Investigate a Workplace Incident
Use this when: an incident or near-miss has occurred and needs to be properly investigated.
Goal: Help me structure an investigation into a workplace incident.
Context: The incident involved [describe what happened, injury/near-miss/equipment damage]. It occurred on [date] in [location]. Immediate actions taken were [actions].
Source: Use these facts, witness notes and timeline details: [paste notes].
Expectation: Create an incident investigation structure covering sequence of events, immediate cause, root cause, contributing factors, corrective actions and prevention measures. Note that formal OHSA incident reporting and sign-off must be handled by a qualified SHE representative.


Useful follow-up prompts:
1. Use the 5 Whys method on this incident.
1. Create a corrective action tracking table.
1. Draft a staff communication about lessons learned, without naming individuals.

Prompt 29: Build a Safety Toolbox Talk
	COPY, EDIT AND PASTE PROMPT: Build a Safety Toolbox Talk
Use this when: you need a short, practical safety briefing for your team before a shift.
Goal: Create a short toolbox talk on a specific safety topic.
Context: The topic is [e.g. manual handling, forklift safety, working at height, PPE use]. The audience is [team/role]. Recent relevant incidents or near-misses are [describe, if any].
Source: Use these notes about the hazard and any recent incidents: [paste notes].
Expectation: Create a 10-minute toolbox talk with key messages, a real or realistic example, discussion questions and a sign-off attendance format.


Useful follow-up prompts:
1. Create a monthly toolbox talk topic calendar.
1. Create a quiz to check understanding.
1. Create a poster version of the key message.

Prompt 30: Create an Emergency Response Plan
	COPY, EDIT AND PASTE PROMPT: Create an Emergency Response Plan
Use this when: you need a clear plan for fire, injury, chemical spill or other site emergencies.
Goal: Help me draft an emergency response plan for my site.
Context: My site is [type of facility] with [number] staff on site during peak hours. Likely emergency scenarios include [fire, injury, chemical spill, power failure, security incident].
Source: Use these details about the site layout, equipment and current procedures: [paste notes].
Expectation: Create an emergency response outline covering roles and responsibilities, evacuation procedure, emergency contacts, assembly points and post-incident steps. Recommend final review and sign-off by a qualified SHE professional and alignment with OHSA requirements.


Useful follow-up prompts:
1. Create an emergency contact card for staff wallets.
1. Create an evacuation drill briefing.
1. Create a post-drill review template.



Prompt Library 7: Budgeting and Cost Control
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Use these prompts to plan budgets, control operational costs and justify spending decisions.

Prompt 31: Create an Operational Budget
	COPY, EDIT AND PASTE PROMPT: Create an Operational Budget
Use this when: you are preparing an annual or quarterly operational budget.
Goal: Help me create a practical operational budget.
Context: My department is [department/site]. Major cost categories include [labour, materials, maintenance, utilities, transport]. Last year's actual spend was about R[amount]. Expected changes this year are [changes].
Source: Use these historical spend figures and notes: [paste figures].
Expectation: Create a budget structure by category with assumptions, month-by-month phasing where relevant, and a summary of the biggest cost drivers to monitor.


Useful follow-up prompts:
1. Create a budget-versus-actual tracking template.
1. Identify which cost lines carry the most risk of overrun.
1. Draft a budget motivation summary for management.

Prompt 32: Identify Cost-Saving Opportunities
	COPY, EDIT AND PASTE PROMPT: Identify Cost-Saving Opportunities
Use this when: you need to reduce costs without harming quality, safety or output.
Goal: Help me identify practical cost-saving opportunities in my operation.
Context: My operation's main cost categories are [labour, materials, energy, maintenance, transport, waste]. We need to reduce costs by about R[amount] or [percentage] over [timeframe].
Source: Use these current cost figures and notes: [paste figures].
Expectation: Identify possible savings ranked by impact and risk, note which savings could affect safety or quality if not managed carefully, and propose a 30-day cost review plan.


Useful follow-up prompts:
1. Create a cost-saving initiative tracker.
1. Draft a communication to staff about the cost drive without causing alarm.
1. Identify quick wins versus longer-term structural changes.

Prompt 33: Analyse Variance Between Budget and Actual Spend
	COPY, EDIT AND PASTE PROMPT: Analyse Variance Between Budget and Actual Spend
Use this when: actual costs are running above or below budget and you need to explain why.
Goal: Help me analyse variance between budget and actual operational spend.
Context: Budgeted spend for [period] was R[amount]. Actual spend was R[amount]. The variance is concentrated in [cost category].
Source: Use these budget and actual figures by line item: [paste figures].
Expectation: Explain likely causes of the variance in plain English, distinguish one-off from recurring causes, and recommend corrective actions or budget adjustments for next period.


Useful follow-up prompts:
1. Create a one-page variance report for management.
1. Suggest questions to raise with finance about this variance.
1. Create a forecast for the remainder of the year based on this trend.

Prompt 34: Justify a Capital Expenditure Request
	COPY, EDIT AND PASTE PROMPT: Justify a Capital Expenditure Request
Use this when: you need to motivate for new equipment, machinery or a facility upgrade.
Goal: Help me build a business case for a capital expenditure request.
Context: The request is for [equipment/upgrade]. It costs approximately R[amount]. It is expected to deliver [benefits, e.g. reduced downtime, higher output, lower labour cost, improved safety].
Source: Use these cost, benefit and current-state figures: [paste notes].
Expectation: Create a capital expenditure motivation with problem statement, proposed solution, cost, expected return or payback period, risks of not proceeding, and implementation timeline.


Useful follow-up prompts:
1. Calculate a simple payback period using the numbers I provide.
1. Create a one-page executive summary of this business case.
1. Identify questions the finance team is likely to ask.

Prompt 35: Reduce Overtime and Labour Costs
	COPY, EDIT AND PASTE PROMPT: Reduce Overtime and Labour Costs
Use this when: overtime is eating into your labour budget and needs to be brought under control.
Goal: Help me identify practical ways to reduce overtime and labour costs.
Context: Current monthly overtime spend is about R[amount], driven mainly by [absenteeism, poor scheduling, demand spikes, understaffing]. Our labour budget target is R[amount].
Source: Use these overtime and scheduling records: [paste notes].
Expectation: Identify root causes of overtime, suggest scheduling and process changes to reduce it, and note any BCEA overtime and rest-period rules that need to be checked with HR before changes are implemented.


Useful follow-up prompts:
1. Create an overtime approval process to add control.
1. Create a weekly labour cost tracking sheet.
1. Suggest cross-training options to reduce reliance on overtime.



Prompt Library 8: Vendor and Supplier Management
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Use these prompts to manage vendor performance, onboard new suppliers and resolve issues professionally.

Prompt 36: Create a Vendor Scorecard
	COPY, EDIT AND PASTE PROMPT: Create a Vendor Scorecard
Use this when: you want a structured way to track supplier performance over time.
Goal: Create a vendor performance scorecard for my key suppliers.
Context: We work with [number] key vendors supplying [products/services]. Performance areas that matter most are [on-time delivery, quality, price, communication, compliance].
Source: Use this current vendor performance information: [paste notes].
Expectation: Create a scorecard template with weighted criteria, a simple scoring method, and a suggested review frequency and escalation process for underperforming vendors.


Useful follow-up prompts:
1. Create a quarterly vendor review meeting agenda.
1. Create a template letter for vendors who are underperforming.
1. Suggest how to reward top-performing vendors.

Prompt 37: Draft a Service Level Agreement Review
	COPY, EDIT AND PASTE PROMPT: Draft a Service Level Agreement Review
Use this when: you need to check whether a supplier is meeting agreed service levels.
Goal: Help me review a supplier's performance against our service level agreement (SLA).
Context: The SLA covers [delivery times, quality standards, response times, minimum order quantities]. Recent performance has been [describe issues or concerns].
Source: Use the SLA terms and recent performance data here: [paste details].
Expectation: Create an SLA review summary comparing agreed terms to actual performance, flag breaches, and recommend next steps including whether to escalate, renegotiate or continue as is.


Useful follow-up prompts:
1. Draft a formal SLA breach notification email.
1. Create a corrective action request for the supplier.
1. Suggest revised SLA terms that are more realistic and enforceable.

Prompt 38: Onboard a New Vendor or Supplier
	COPY, EDIT AND PASTE PROMPT: Onboard a New Vendor or Supplier
Use this when: you are bringing a new supplier into your approved vendor base.
Goal: Create a practical onboarding checklist for a new vendor or supplier.
Context: The new vendor will supply [product/service]. Our requirements include [quality standards, compliance documents, BBBEE status, payment terms, delivery expectations].
Source: Use these vendor details and our internal requirements: [paste notes].
Expectation: Create an onboarding checklist covering documentation, compliance verification, trial order process, communication protocols and performance review timing.


Useful follow-up prompts:
1. Create a vendor information request form.
1. Create a trial order evaluation template.
1. Draft a welcome and expectations email for the new vendor.

Prompt 39: Resolve a Vendor Dispute
	COPY, EDIT AND PASTE PROMPT: Resolve a Vendor Dispute
Use this when: there is a disagreement with a supplier over price, quality, delivery or payment.
Goal: Help me prepare to resolve a dispute with a vendor professionally.
Context: The dispute is about [describe issue]. Our position is [our view]. The vendor's position is [their view, if known]. We want to preserve the relationship where possible.
Source: Use these facts, correspondence and contract terms: [paste notes].
Expectation: Create a dispute resolution approach with our key facts, a fair proposed resolution, talking points for a call or meeting, and a fallback position if agreement isn't reached. Recommend legal review for any contractual or financial dispute above a material threshold.


Useful follow-up prompts:
1. Draft a professional email opening the resolution conversation.
1. Create a summary of the agreed resolution for our records.
1. Suggest how to prevent this type of dispute recurring.

Prompt 40: Consolidate Suppliers for Better Value
	COPY, EDIT AND PASTE PROMPT: Consolidate Suppliers for Better Value
Use this when: you are buying similar items from too many suppliers and want to simplify and save.
Goal: Help me assess whether consolidating suppliers would improve value and reliability.
Context: We currently use [number] suppliers for [category of goods/services]. Reasons for the current spread include [history, price, availability, relationships].
Source: Use this supplier and spend breakdown: [paste notes].
Expectation: Analyse the pros and cons of consolidating to fewer suppliers, including price leverage, risk concentration, service impact and BBBEE considerations, and recommend an approach.


Useful follow-up prompts:
1. Create a supplier consolidation transition plan.
1. Create a request-for-quote template for the consolidation.
1. Identify risks of relying on fewer suppliers.



Prompt Library 9: Reporting and Performance Metrics
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Use these prompts to build dashboards, track KPIs and communicate operational performance clearly.

Prompt 41: Build an Operations Dashboard
	COPY, EDIT AND PASTE PROMPT: Build an Operations Dashboard
Use this when: you want a clearer, at-a-glance view of operational performance.
Goal: Design a simple operations dashboard for my department.
Context: My operation is [type]. I want to track the key numbers that show whether the operation is healthy, including [output, downtime, quality, safety incidents, cost, on-time delivery].
Source: Use these available figures: output volumes, downtime hours, defect rate, safety incidents, cost per unit, on-time delivery percentage, and stock accuracy.
Expectation: Create a dashboard layout with metric, definition, why it matters, target, warning sign and action to take if the number is poor.


Useful follow-up prompts:
1. Create a spreadsheet layout for this dashboard.
1. Explain each metric in plain English for new supervisors.
1. Create a weekly review agenda based on the dashboard.

Prompt 42: Create a Weekly Operations Report
	COPY, EDIT AND PASTE PROMPT: Create a Weekly Operations Report
Use this when: you need a simple report to track progress and accountability.
Goal: Create a weekly operations report template.
Context: I want to track output, downtime, safety, staffing, quality and priorities. The report is for [manager/executive team/site management].
Source: Use these weekly notes and numbers: [paste notes].
Expectation: Create a clear one-page weekly report with summary, key numbers, wins, concerns, actions, responsible people and next week's priorities.


Useful follow-up prompts:
1. Create a reusable report template.
1. Make this suitable for a management meeting.
1. Add a traffic-light status section for key metrics.

Prompt 43: Set KPIs for the Operations Team
	COPY, EDIT AND PASTE PROMPT: Set KPIs for the Operations Team
Use this when: you want clear, fair performance measures for your team.
Goal: Help me set practical KPIs for my operations team.
Context: My team is responsible for [functions, e.g. production, warehousing, dispatch]. Current performance issues or priorities are [describe].
Source: Use these notes about team responsibilities and current performance: [paste notes].
Expectation: Suggest 5 to 8 KPIs with definitions, targets, measurement frequency and what good versus poor performance looks like. Keep them practical and within the team's control.


Useful follow-up prompts:
1. Create a KPI scorecard template for individual team members.
1. Explain how to introduce these KPIs without demotivating the team.
1. Create a monthly KPI review meeting agenda.

Prompt 44: Prepare an Executive Operations Summary
	COPY, EDIT AND PASTE PROMPT: Prepare an Executive Operations Summary
Use this when: you need to update senior management on operational performance concisely.
Goal: Help me prepare a concise executive summary of operational performance.
Context: The reporting period is [month/quarter]. Key events include [describe]. The audience is [executive committee/board].
Source: Use these performance figures and notes: [paste notes].
Expectation: Create a one-page executive summary covering performance against target, key wins, key concerns, risks and the top three priorities for next period. Keep language non-technical.


Useful follow-up prompts:
1. Create slide content based on this summary.
1. Shorten this to a five-sentence verbal briefing.
1. Identify the questions executives are likely to ask.

Prompt 45: Analyse Downtime and Its Causes
	COPY, EDIT AND PASTE PROMPT: Analyse Downtime and Its Causes
Use this when: equipment or process downtime is affecting output and you need to understand why.
Goal: Help me analyse downtime patterns and identify the biggest contributing causes.
Context: Total downtime for [period] was [hours]. Known causes include [breakdowns, changeovers, staff shortages, material shortages, planned maintenance].
Source: Use this downtime log or data: [paste notes].
Expectation: Break down downtime by cause and estimate cost or output impact for each, identify the top two or three causes to prioritise, and suggest practical actions to reduce them.


Useful follow-up prompts:
1. Create a downtime tracking log template.
1. Create a Pareto-style summary of causes by impact.
1. Draft a maintenance improvement recommendation.



Prompt Library 10: Continuous Improvement and Innovation
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Use these prompts to build a culture of ongoing improvement, benchmark performance and plan for the future.

Prompt 46: Run a Continuous Improvement Workshop
	COPY, EDIT AND PASTE PROMPT: Run a Continuous Improvement Workshop
Use this when: you want to involve your team in solving operational problems.
Goal: Help me plan a continuous improvement workshop with my team.
Context: The focus area is [process/problem area]. Attendees include [roles]. We want practical, low-cost ideas that can be implemented quickly.
Source: Use these known issues and past improvement ideas: [paste notes].
Expectation: Create a workshop agenda with warm-up activity, problem discussion structure, idea generation method, prioritisation approach and an action-capture template.


Useful follow-up prompts:
1. Create facilitator notes for the workshop.
1. Create a one-page idea submission form for ongoing use.
1. Create a follow-up tracker for agreed actions.

Prompt 47: Identify Where AI Can Improve Operations
	COPY, EDIT AND PASTE PROMPT: Identify Where AI Can Improve Operations
Use this when: you want to explore practical, low-risk uses of AI in your operation.
Goal: Identify practical ways to use AI to improve my operations.
Context: My operation includes [production, warehousing, logistics, scheduling, reporting, maintenance, quality]. Current pain points are [pain points].
Source: Use these tasks and problems: [paste list].
Expectation: Identify AI use cases ranked by impact, ease of implementation, risk and time saved. Include example prompts, recommended first steps and safeguards, particularly around data privacy and safety-critical decisions.


Useful follow-up prompts:
1. Create a 30-day AI adoption plan for the operations team.
1. Identify tasks that should not be delegated to AI, especially safety-related ones.
1. Create an AI usage guideline for operational staff.

Prompt 48: Benchmark Against Industry Best Practice
	COPY, EDIT AND PASTE PROMPT: Benchmark Against Industry Best Practice
Use this when: you want to know how your operation compares to industry standards.
Goal: Help me benchmark my operation against industry best practice.
Context: My operation is a [industry/type] in South Africa. Key performance areas I want to benchmark are [output, downtime, cost per unit, safety incidents, quality].
Source: Use these current performance figures and any industry information I provide: [paste notes].
Expectation: Compare our performance to general industry best practice where reasonable, highlight likely gaps, and suggest realistic improvement targets and next steps. Note where figures should be verified against current industry data.


Useful follow-up prompts:
1. Create a benchmarking summary table.
1. Identify the top three areas with the biggest improvement potential.
1. Create a plan to close the biggest gap.

Prompt 49: Build a Business Continuity Plan
	COPY, EDIT AND PASTE PROMPT: Build a Business Continuity Plan
Use this when: you want to prepare your operation for major disruptions.
Goal: Help me build a business continuity plan for my operation.
Context: My operation could be disrupted by [power outages, equipment failure, key staff loss, supply chain failure, natural events]. Critical functions that must continue include [functions].
Source: Use these notes on critical functions, dependencies and current backup measures: [paste notes].
Expectation: Create a business continuity outline covering critical functions, minimum resources needed, recovery time objectives, backup arrangements and a communication plan during disruption.


Useful follow-up prompts:
1. Create a one-page continuity summary for management.
1. Create a checklist to test this plan annually.
1. Identify the single points of failure that need the most attention.

Prompt 50: Create a 12-Month Operational Improvement Roadmap
	COPY, EDIT AND PASTE PROMPT: Create a 12-Month Operational Improvement Roadmap
Use this when: you want a longer-term but practical plan to improve the operation.
Goal: Create a 12-month operational improvement roadmap.
Context: My operation is [type] with current performance of [key baseline figures]. My goal is to [improvement goal, e.g. reduce downtime, cut costs, improve safety record]. Main constraints are [constraints].
Source: Use these current strengths, weaknesses and priorities: [paste notes].
Expectation: Create a 12-month roadmap by quarter with priorities, projects, capabilities needed, cost implications, risks and success measures.


Useful follow-up prompts:
1. Turn this into a quarterly scorecard.
1. Create first-quarter action steps.
1. Identify what resources or budget I need to achieve this roadmap.



Final Thoughts
AI becomes valuable when it is used consistently on real operational tasks. The aim is not to use AI for everything. The aim is to use it where it saves time, improves thinking, standardises communication or helps you act with more clarity on the floor.
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 site, equipment and team. Over time, this becomes a practical operational asset.

	Your next step
Choose one operational area that matters most right now. Pick three prompts from that section. Use them this week. Refine the outputs, turn them into 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 operation, consider building a companion library for another role in your team. Sales, finance, HR or customer service each benefit from their own tailored prompt set.
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