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“Never make up answers when uncertain.

State unknowns and limitations clearly.

Ask clarifying questions until you have high confidence

(about 95%) that you can complete the task successfully. ”

Uncertainty
Building Guardrails for 

Personalisation





Summarise [paper/set of papers/topic] for [background section / general 

understanding / early drafting]. 

The source material is [pasted text below and/or attached files]. Focus 

on the main ideas and findings. 

Summarising papers or topics

Standard Prompt



Role: 

You are a [subject-matter expert] in [field] with experience summarizing peer-reviewed research. 

Background and context: 

The purpose of this summary is [background section / synthesis / framing a gap]. Use only [pasted text below 

and/or attached files] as source material. 

Objective: 

Produce an accurate and well-organized summary suitable for academic use. 

Output format: 

Plain-language overview (3–5 sentences) 

Structured academic summary including: 

Research question or focus. 

Data/system (if applicable). 

Methods (high level). 

Key results. 

Limitations noted by the authors.

Enhanced Prompt



Role: You are a [subject-matter expert and methodological reviewer] in [field]. 

Background and context: The purpose of this summary is [background section / synthesis / framing a gap]. 

Use only [pasted text / attached files] as authoritative sources. 

Objective and success criteria: Produce an accurate, citation-safe summary suitable for academic writing. 

A successful summary: Separates results, interpretation, and limitations. Avoids introducing information not 

present in the source. Is structured for reuse. 

Parameters and boundaries: If information is missing, state “Not specified in the source.” Do not infer 

causality unless explicitly claimed. Maintain tone appropriate for [audience/journal]. 

Output format: Plain-language overview (3–5 sentences) Structured academic summary: Research question. 

Data/system. Methods. Key results. Interpretation. Limitations. Citation-safe bullets and quote-safe phrases

Reasoning and transparency: Explicitly state any assumptions you make due to missing, ambiguous, or 

underspecified information. Explain your reasoning clearly and sequentially, especially when synthesizing, 

interpreting, or prioritizing information. Cite sources or evidence locations for factual claims (e.g., section 

numbers, table/figure references, or attached file names). Flag uncertainty and clearly distinguish evidence-

based conclusions from interpretation or speculation. If the task cannot be completed reliably with the 

information provided, stop and explain why, and specify what additional input would be required.

Interpretation guidance: Downstream use: [manuscript/proposal]. Risk tolerance: Conservative

Comprehensive Prompt
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Copilot can help with research and drafting.

Specific prompts and source material reduce guesswork.

Confident answers still need original - source checks.

You analyse, validate and take responsibility.

You decide





Sources and further reading

Reading
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MS The Academic Researcher’s Guide to Gen AI

Copilot prompts for research

AI in Research case studies – Oxfor d University AI 

Competency Centre

Royal Society NZ  – Guidelines for best - practice use 

of GenAI in research

https://arch-center.azureedge.net/Credentials/the-academic-researchers-guide-to-generative-ai.pdf
https://copilotprompts.online/copilot-prompts-for-research/
https://oerc.ox.ac.uk/ai-centre/ai-in-research-case-studies
https://oerc.ox.ac.uk/ai-centre/ai-in-research-case-studies
https://oerc.ox.ac.uk/ai-centre/ai-in-research-case-studies
https://oerc.ox.ac.uk/ai-centre/ai-in-research-case-studies
https://oerc.ox.ac.uk/ai-centre/ai-in-research-case-studies
https://www.royalsociety.org.nz/assets/Guidelines-for-the-best-practice-use-of-GenAI-in-research_Royal-Society-Te-Aparangi_June-2025_English-.pdf
https://www.royalsociety.org.nz/assets/Guidelines-for-the-best-practice-use-of-GenAI-in-research_Royal-Society-Te-Aparangi_June-2025_English-.pdf
https://www.royalsociety.org.nz/assets/Guidelines-for-the-best-practice-use-of-GenAI-in-research_Royal-Society-Te-Aparangi_June-2025_English-.pdf
https://www.royalsociety.org.nz/assets/Guidelines-for-the-best-practice-use-of-GenAI-in-research_Royal-Society-Te-Aparangi_June-2025_English-.pdf
https://www.royalsociety.org.nz/assets/Guidelines-for-the-best-practice-use-of-GenAI-in-research_Royal-Society-Te-Aparangi_June-2025_English-.pdf
https://www.royalsociety.org.nz/assets/Guidelines-for-the-best-practice-use-of-GenAI-in-research_Royal-Society-Te-Aparangi_June-2025_English-.pdf




Apply for a Copilot licence

then b ook onto my training to 

explore this content in more 

detail.

David Roberts
Workplace Technology Trainer

Next steps

Time? Let’s personalise the copilot app

https://copilot.cloud.microsoft/
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