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How much more could you get done if you could shave minutes from administrative burdens? From
scheduling and meal planning to requesting feedback from families, it is easier and quicker with Al,
freeing up time in administrators’ and educators' schedules to devote to children and families. Coursera
(2024) defines Al as “computer systems capable of performing complex tasks that historically only a
human could do, such as reasoning, making decisions, or solving problems” (Para. 1). By utilizing Al,
educators and administrators can automate these complex tasks, allowing them to focus more on the
human-centered aspects of their roles.

If you are new to Al, the best approach is experimenting to see how Al can improve your work life.
Whether you use ChatGPT, Gemini, CoPilot, or another Al platform is not as important as signing up and
“taking it for a test drive.” Adopting a simplistic approach and practicing with Al is central to gaining
comfort and producing better results.

Additionally, the quality of your Al results directly correlates with your prompt. An effective prompt is the
first step in maximizing the usefulness of Al's responses. Al will not replace human educators. However, it
is undeniable that the technology is here to stay. Al cannot replicate the nuanced interactions and
personal connections teachers have with students and administrators have with families and staff. When
used correctly, it is a tool that holds the promise of improving how we do our work.

This article covers some best practices for Al prompting. It reflects on Auburn University’s Biggio Center
(2024) model, which helps educators determine their comfort level with Al and then provides practical
steps for plotting Al use for early childhood administrators and educators.

MEASURING YOUR Al COMFORT LEVEL USING THE STOPLIGHT FRAMEWORK

According to Auburn University's Biggio Center for the

« REDUIGHT Enhancement of Teaching and Learning (2024), the
L) ‘ - initial steps in integrating Al in education involve
7 assessing where educators fall on the "stoplight"
4 ~ ‘ e model. An educator’s level of comfort can be
§ ) ) categorized into three levels including:

Red Light: An educator who identifies their

beliefs in Al with a red light is not ready or open to

using the tool in any way in their classroom. They could be skeptical about the reliability of Al,
wary of its ethical effects, or uncertain how it will affect traditional teaching methodologies.
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Yellow Light: A yellow light means that a person is interested and willing to try Al but is not ready
to go “all in.” They will be willing to try it in small increments but may need further assistance or

training to adopt Al fully.

Green Light: Educators in this category are ready to investigate how Al might add to their
pedagogies and make administrative work more manageable.

This revised model from Auburn University (2024) provides a systemized method for considering comfort

with Al and suggests the next steps given one's readiness.

USING THE STOPLIGHT MODEL: START WITH YOUR COMFORT LEVEL

Red Light educators may start by learning about generic Al tools in a low-commitment way, such
as attending an introductory workshop or watching short tutorials.

Yellow Light educators may attempt to use one Al tool in practice for tasks such as brainstorming

or survey result analysis.

Green Light educators can try complex tasks such as unit planning or automating repetitive job

functions to improve efficiency.

THE POWER OF PROMPTING: GARBAGE IN, GARBAGE OUT

Once you have found your comfort level, the next step is clear communication with Al. The ability to
effectively prompt is one of the primary keys to getting useful results. After all, as they say, "Garbage in,
garbage out." Awa-abuon (2024) developed a strong prompting strategy that constructs Al prompts to
elicit targeted responses, summarized as Persona-Task-Context-Format.

A LOOK AT THE PERSONA-TASK-CONTEXT-FORMAT PROMPTING TECHNIQUE

This is a structured approach developed by Awa-abuon (2024). It breaks down Al prompting into four
essential elements, which include:

Persona: Explain who you are.

Task: Be direct and inform Al what you want it to do.
Persona Task
Context: Provide context to help guide the Al's output.
Format: Describe the format you want.
Context Format

This prompting technique helps refine Al responses and provides
relevant and actionable results that you can use immediately in your classroom. The Persona-Task-Context-
Format prompting technique reduces miscommunication and assists Al in creating personalized content for
the students you serve.
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PRACTICAL PROMPTING EXAMPLE FOR EARLY CHILDHOOD ADMINISTRATORS AND
EDUCATORS
The following example guides you through forming a well-framed prompt using the Persona-Task-

Context-Format method to design a family engagement activity plan for preschool-aged children. You can
use a Graphic Organizer for the Persona-Task-Context-Format Al prompting technique.

Persona: "I am an experienced early childhood education professional with experiences in family
engagement.”

Task: "Although many early childhood educators do a great job in their classrooms, effectively
planning for family engagement is difficult. Using your knowledge, develop a Family Engagement
Activity Plan to promote learning at home and increase family engagement in the program.”

Context: "/ am an early childhood educator working with 3- to 4-year-old children in a preschool
setting. Our goal is to develop a monthly family engagement plan that incorporates simple hands-
on activities parents can do with their children to reinforce classroom learning.”

Format: Describe the format you want. "Format the response as a list of three activities, each with
a description, materials list, and a tip for parents."

FINAL PROMPT:

“You are an experienced early childhood education specialist with a background in family engagement.
Many early childhood educators do very well in classroom activities but find designing interactive family
engagement plans challenging. With this in mind, create a family engagement activity that encourages
learning at home and increases family engagement with the program. As early childhood educators of 3-
and 4-year-old children in a preschool setting, we want to provide a sample monthly family engagement
plan that gives substance to simple, hands-on activities that parents can engage their children in to
promote learning within the classroom. This month, we are focusing on fine motor development and early
literacy skills. Please provide a description of each activity, the materials needed, and a parent tip that
would encourage their child's learning. Format the response as a list of three activities, including a
description, materials list, and a tip for parents.”

This prompt provides a clear outline for Al regarding how to develop a family involvement plan relevant to
early childhood education and clearly defined parental roles.

BUILDING Al SKILLS THROUGH PROMPTING PRACTICE

Now, you have a strategy to support you when prompting Al for better results. The next step is to
continue to experiment and gain confidence. No matter what your stoplight level, there is space for you
to grow your Al skills.

Red Light: Keep it low-stakes! Prompt Al for individual elements of a lesson, such as a warm-up
activity or discussion question. Starting with lower stakes requests allows you time for more
practice and helps alleviate concerns.
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Yellow Light: You are ready for more! Try drafting a classroom policy, creating a schedule for your
site, or any other daily task you encounter at work. Follow the prompt structure of Persona-Task-
Context-Format, and continue to hone and refine your results until you get what you want.

Green Light: Let’s go! Prompt Al to design a survey, create an outline of a slide deck, analyze
employee responses, or create a report for that important proposal you are making. Don’t limit
yourself to what you ask Al to try; build your confidence, and remember that the sky is the limit
concerning Al uses. We educators are learning with everyone else about what Al can do, so
embrace it, have fun, and use Al for good.

CONCLUSION: EMBRACING Al AS A PRACTICAL TOOL IN ECE

Al makes administrative and planning tasks quicker, easier, and more efficient. Using prompting
techniques such as Persona-Task-Context-Format from Awa-abuon (2024) improves results. Auburn
University (2024) described Al users in terms of a stoplight. Our ability to self-reflect and assess where we
are in terms of our use of Al in administration and education will support our gradual journey to using this
remarkable tool efficiently. Regardless of where you stand with Al currently, these outlined strategies will
help your Al journey, and you can start to reap the benefits of a more efficient workday.
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