
Effective Prompting Fundamentals 
 

LEARNING ACTIVITY 1: Using ChatGPT 
 

 
 
 
Follow the instructions in the next slide to use ChatGPT for either of the following: 

●​ Meal Planning  
●​ Writing Bedtime Stories  
●​ Writing a Marketing Proposal  
●​ Creating a Training Plan  

 
You may choose to do any one (1) of the following: 
 
Topic: Meal Planning 

Prompt:  

Output:  

 
Topic: Writing Bedtime Stories 

Prompt:  



Output:  

 
Topic:Writing a Marketing Proposal  

Prompt:  

Output:  

 
Topic:Creating a Training Plan  

Prompt:  

Output:  

 

LEARNING ACTIVITY 2: Using ReAct Framework 
 

 
 
Use the ReAct framework to create a prompt based on the following scenarios: 

●​ Recipe for chicken soup  
●​ Learning a new language  
●​ Planning a birthday party  
●​ Writing meeting notes  



●​ Preparing for a presentation  
 
Input the prompt into ChatGPT to generate the results 
 
Present to the class 
 
You may choose to do any one (1) of the following: 
 
Topic: Recipe for chicken soup  

Reason You are a (role). Think about (situation/problem) carefully. 

Act Then, (take a specific action). 

Output  

 
Topic:Learning a new language  

Reason You are a (role). Think about (situation/problem) carefully. 

Act Then, (take a specific action). 

Output  

 
Topic: Planning a birthday party   

Reason You are a (role). Think about (situation/problem) carefully. 

Act Then, (take a specific action). 

Output  

 
Topic: Writing meeting notes  

Reason You are a (role). Think about (situation/problem) carefully. 

Act Then, (take a specific action). 

Output  

 
Topic: Preparing for a presentation 

Reason You are a (role). Think about (situation/problem) carefully. 

Act Then, (take a specific action). 

Output  

 



LEARNING ACTIVITY 3: CLEAR Framework 

 
 
Create a 5-Day Itinerary to Shanghai Using the CLEAR Structure.  
 
You and two friends are planning a leisure trip to Shanghai for 5 days. The group prefers:  

●​ Relaxed sightseeing over intense activities  
●​ Simple, culturally rich experiences (e.g. parks, historical spots, tea houses)  
●​ Easy-to-understand suggestions written in clear English  

 
Craft a prompt using CLEAR Structure in ChatGPT. 
 

Context:  

Language:  

Examples:  

Action:  

Relevance:  

 

LEARNING ACTIVITY 4: Using SAFE Prompting 
 



 
 
Using SAFE Prompting to edit the following prompt:  
 
Prompt  
"Write a thank-you message to my neighbour Mrs. Mary Tan from Blk 456, #08-123, who bought 
lunch for me on Sunday."  
 
Write the SAFE prompt in the next slide and use the checklist.  
 
 

SAFE Prompt 

 

 
 
 

Step Questions to Ask Yes/No 

Sanitise Did I remove names/IDs?    

Abstract Did I generalise the person or place?   

Filter Did I only include important details?  

Encrypt Did I use code/Fakes name if needed?    

 



LEARNING ACTIVITY 5: Applying Guardrails with TOWARD 

 
 
Apply guardrails with TOWARD and create a prompt based on the following scenarios: 

●​ Crafting job descriptions for an admin executive  
●​ Generating a product launch timeline  
●​ Generating grocery lists  
●​ Creating music playlists for a wedding  

 
Input the prompt into ChatGPT to generate the results 
 
Present to the class 
 
You may choose to do any one (1) of the following: 
 
Scenario: Crafting job descriptions for an admin executive  

Tone & Style  

Output Format  

Word Limit  

Audience Reminder  

Rules (Do/Don’t)  

Direction on Ethics  

Output  

 
 
Scenario: Generating a product launch timeline  



Tone & Style  

Output Format  

Word Limit  

Audience Reminder  

Rules (Do/Don’t)  

Direction on Ethics  

Output  

 
Scenario: Generating grocery lists  

Tone & Style  

Output Format  

Word Limit  

Audience Reminder  

Rules (Do/Don’t)  

Direction on Ethics  

Output  

 
Scenario: Creating music playlists for a wedding  

Tone & Style  

Output Format  

Word Limit  

Audience Reminder  

Rules (Do/Don’t)  

Direction on Ethics  

Output  

 

LEARNING ACTIVITY 6: Fix the Prompt 
 



 
 
 
Group Practice 
 
Prompt: "Give me some exercise tips."  

●​ Identify what's missing  
●​ Add tone, length, or purpose guardrails  

 
Evaluate the prompt to identify the problem in the next slide  
 
Fix the Prompt and provide a New Prompt  

Problem Reproduce Evaluate Patch 

 
 
 
 

  You are a (role), think 
about (situation/problem) 
carefully, then (take a 
specific action). 

 

LEARNING ACTIVITY 7: Spot the Misuse 
 
Analyse this prompt:  

●​ Help me plan a monthly budget for family expenses and maybe savings and some 
emergency money too.  

 
Read the output on the next slide and complete the CONFUSE checklist  
 



Suggest how to fix the prompt and generate the output on ChatGPT  
 

 
 
 
CONFUSE Checklist 

Did I Confuse the AI? Yes/No 

Clarity Missing  "I didn't say clearly what I want."   

Overloaded Prompts  "I put too many questions in one prompt."   

No Audience or Tone "I forgot to tell who it's for or how it should sound."    

Format Ignored  "I didn't tell what format I want (list/ table etc)."  

Using No Examples  "I didn't give a sample for Al to follow."   

Sensitive Data  "I included private information."  

Edit for Revised Prompt "I am ready to refine the output (shorter, clearer, different tone) 
after the first draft."   

 

 

LEARNING ACTIVITY 8: Different Modes 
 



 
 
Group Practice 
 
Topic: "Eco-friendly home tips"  
 
Write 4 prompts for the different modes:  

●​ Text  
●​ List  
●​ Table 
●​ Image  

 
Compare outputs and discuss: 

●​ Which was most suitable for its mode?  
●​ What could make the weaker ones better?  

 

Topic 

"Eco-friendly home tips"  

Prompt for Text  

 
 
 

 
 

Topic 

"Eco-friendly home tips"  



Prompt for List  

 
 
 

 
 

Topic 

"Eco-friendly home tips"  

Prompt for Table  

 
 
 

 
 

Topic 

"Eco-friendly home tips"  

Prompt for Image  
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