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HI EI‘EEtEE Eapanitu Strategic Sidekick

LET AI HELP LIITH KEEP PEOPLE FOCUSED ON

* Listening and coaching

e Creating first drafts
e Organizing information * Solving problems

e Building repeatable templates * Building trust
* Summarizing approved content * Making accountable decisions

The goal is better human
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People evaluate the person A —

AL MAY HELP PEOPLE MUST

* Draft clear job descriptions * Confirm the actual job requirements

* Create structured interview guestions * Consider accessibility and fairness

* Draft candidate communications * Evaluate experience and context

* Build onboarding checklists * Make and document the decision

An AI-generated score should never be the
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Make knowledge easier to share Strategic Sidekick

TURN APPROVED INFORMATION INTO HUIMAN REVIELU CONFIRMS

* Role guides * Accuracy and current policy

Onboarding plans

* Practical application
Training outlines * Culture and organizational values
Manager and volunteer FAQS * Accessibility and clarity

Step-by-step procedures

AI can scale knowledge. People protect
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Prepare—do not replace—the conversation Strategie Sidekick

AL CAN PREPARE PEOPLE MUST

» Employee check-in questions * Listen and ask follow-up questions

e De-identified feedback themes * Consider the full context

e Aneutral conversation outline * Coach, investigate, and decide

* Follow through with care
* Aclearer, more respectful message

AI can support the work. People build the
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Good prompts set clear boundaries strategie Sidekick

EXRMPLE PROMPT

Act as an HR support partner for a nonprofit manager. Using

THE FOUR "CORE" PARTS

CORE [Context, Dutput, Role, Execution Guardrails]

Context: Key background and approved facts only the sanitized outline below, create a one-page

Output: What specific output is needed? first-week checklist for a new program coordinator.,

Role: Who should the AI assist?

Use a warm, practical tone. Do not invent policy requirements.

Execution Guardrails: What must it avoid, verify, or flag? Flag anything requiring HR confirmation,
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ChatBPT: SIRM Permian Basin

From a3 Good Prompt to a Useful Draft

v . Semves Netebook x @ VR Onbosrding Email Draft x +

C = chatgpt.com/G/Hasebasn-F6a

@ HR Onboarding Email Draft

Review your draft as an experienced HR professional. Identify any
statements that require supervisor confirmation, could create an

unintended promise, or sound too impersonal Then provide a revised . o %
02 ¥ rogram_Loordinator_job_Destr,
version that preserves a warm, human tone.
O4_New_Hire_Onboarding_Playbook




ChatBPT:

Draft

v

EviELu Im

. semyes Notebook x

st chatgpt.com/oHasebads-

HR Onboarding Email Draft

IFOQVE

2o

MR Onboesrding Emal Draft

bara200ficln

Monday: Welcome and Orientation

Tuesday: Understanding the Role

Wednesday: Safety, Systems. and
Program Learning

Thursday: Partners and

Coordination Processes

Friday: Communication and Next
Steps

Welcome and introductions with the supenasor and peer guice: review the first.weok
schedule: decuss RMCRC s mission. current pnonties. and the role’s connection to
community outcomes: review emergency procedures. confidentalty, timeiceeping and
how to ask for help: complete focused forms and approved system setup: allow time for

guestions and mnformal team connecton

Review the job description. key respocsibilities, reporting refationship, and ezcalation
expectabons: begin agreeing on three first-month pnonties complete privacy and
respectful-workplace traming: recene an introduction to the shared program calendar
b

meet colleagues who regularly work with the Program Coordinator: hold the Day 2

supervasor check-in

Compiete zafety and responsible-Al traineng: revsew appropriate Al uses. reguired
human venfication. and prohibited uses involving confidential information or employee
evaluabon; Degin learneng the approved case-management system and parbcipation-
record expectations: shadow one program actmity: provide time to debrief and ask

Qqueshons

Shadow one partner interaction; meet relevant site partners or volunteers, as
appropnate: review volunteer scheduling onentatson materials. and remmder
communicstions; leamn the process for supply requests and reconciling recespts sgainst

approved program budgets discuss queshons and observabons,

Review expectations for partner updates, meeting agendas. and monthly program
summanes that require supervisor review: observe or practice an appropriate recurnng
task with guidance: check the status of required traaming: finakze three first-month
prioities hold the Day 5 supennsor check-in to descuss questions. barmers. workload.

relationships, and support for the following week
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Confum the greoter, pes
arrangements, team inty

System acoess.

Confirm the t F 02_Program_Cooedinator_job_Descr,
onfsim < 'Jl'\!rg ac

pnonty decusson, and 'H_';?-\_P‘.f@_( nbc;rnunq}”a,’ﬂook

Confum traming access. the systems traner. the approved
program actraty, the person rezponsible for the shadowing

expenence. and any prvacy requirements.

Confirm the partner interaction. aporoved participants, site
ocation privacy consaderathons. transportation expeciations

and process trainers

Confirm the practice task training status, first-month
pnontes, supervisor check-in tme. and expectations for the

second week




Keep the human in the loop strategic Sidekick

3. VERIFY | 4. PERSONALIZE
Verify: A qualified person checks facts, policy,

1. DEFINE | 2. DRAFT

Define: A leader sets the purpose and identifies

approved information. fairness, and tone.

Draft: Al creates a first version for review—onot a Personalize: The leader adapts, delivers, and owns

final answer. the result.

Use AI for consistency; keep the personal

welcome and meaningful check-ins.
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Start small and low risk Strategic Sidekick

BEFORE YOU BEGIN, ASK LGOOD STARTING POINTS

* Is the information public or sanitized? * Meeting agendas

* Can a person quickly verify the output? * Generic templates

e Is the work reversible if AT is wrong? * Public-information summaries

e Is one person clearly accountahle? * Checklists and communication drafts

If the work affects a person's joh, pay, privacy,

benefits, or safety—pause.
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Different strengths, shared outcome

Strategic Sidekick

AL IS USEFLUL FOR

* Creating first drafts
Formatting and comparison
Summarizing approved content
Generating options

Identifying guestions to consider

PEOPLE ARE ESSENTIAL FOR

Fact-checking

Understanding context

Applying fairness and empathy

Making employment decisions

Accepting accountability

Speed matters only when guality and trust are
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NotebookLMm: SIRM Permian Basin

Answers Brounded i pour

v . Red Mesa Supervaor Onbos x

Documents

% Unbo gt _ x

C == notebookim.google.com/notebook/5230678 1 -d8H-4754 2302 191 ef2e822

N Red Mesa Supervisor Onboarding Playbook O Copy ~ Anslytics
Sources I ' : Studio

.)' @

Audio Overvew Shde Video Overviewn

-
;‘ Customige

< : B

& web v C Fast Research v Mind Mag Py Fashcards

Red Mesa Supervisor Onboarding Playbook g @

4 sources - Jul 20 2026

Select al

01_Employee_Handbook_Excerpt.pdf

e These organzational documents establish the operational framework for staff and volunteers at

)2_Program_Coordinator_Job Description.pof

the Red Mesa Community Resource Center. The Program Coordinator job description details the
requirements for a role centered on managing local enrichment activities maintaining data, and
03_Vokteer Onboerding_Guide.pct facilitating partner relatiopships. To support this position and others, the new-hire playbook
provides supervisors with a structured timehine for integrating employees through mentorship
04_New_Hire Onboarding_Flaybook.pat shadowing, and gradual task ownership. Additionally, the volunteer Onboavding guide outlines the
mandatory s¢ reemnng, traiming, and boundary sethings necessary for rommunity members 10 assist
safely. Across all materials, there is a significant emphasis on data privacy, safety protocols, and
the ethical imitations of using artificial intelligence C pllectively, these sources ensure that all
personnel understand their specific responsibilities and the center’s standards for professional
conduct

Nudy Gude, Mind

00K bk for @ new Program |

How does RMCRC manage volunteer boundaries and participant safety?

B Add note

NOWeDOOK NOt Tound., Pleass check the URL and try Man




NotebookLMm:;
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One Sopurrce Set, Multiole Trainino Tools

v . Red Mesa Supervisor Onboar x ® HR Onboerding Emal Deaft »

8

& Ask Gemini

C s notebookim.googie.com/notebook/52a06781-d814-4754-3302- 191 1 e 2662

C %

™ Red Mesa Supervisor Onboarding Playbook O Copy  ~ Analytics @ serings

Sources 1 Studio

+ Add sources

Create a professional one-page infographic for nonprofit supervisors titled “The First 30 ¢

» e ” Audio Ow e« Video Overws
Days: Clarity, Connection, and Confidence.” Show four stages: Before Day One, Day One, otz Y,

Week One, and Days 8-30. Emphasize that Al supports administrative preparation while
a supervisors remain responsible for relationships, judgment, and employee decisions. Use
@ web v  C Fast Research v . .
a clean navy, blue, and orange HR-conference style

have started generating the infographic you requested. It will feature the four stages of infographic Duta Table
: onboarding (Before Day One, Day One, Week One, and Days 8~30) and emphasize the balance
01_Employse Handbook Excerptpdf K <
between Al admunstrative support and the human elements of supervision, styled in a clean
navy, blue, and orange HR-conference aestheltic LD Volunteer Quiz
02 Program Coordinator Job Descripgtion pdf ‘
The infographic is being created in the background and will appear in your Studio tab shortly

Please note that it can take up 10 10 minutes to complete. Let me know if you need anything
03 Voluntee: Onboarding Guide pdt

2156 1n the meantme!

‘3 Generating Cinematic Video Overview...

04 New Hire Onboaraing Playbook pat

I Save tonote 0 ©
7 Generating Infographic..

basegd ONn 4 W

What guestions should a supervisor ask in a 30-day review?
How can Al assist with the Documer

LU

Detal the peer guide’s specific responsibilities during onboarding

& Add note




FE“EE than |_.||:||J |:||"|:||T||:|t Strategic Sidekick

RED —STOP

 Personally identifiable information

GREEN — G0 | YELLOLW — PAUSE

GEreen: Public or sanitized information; brainstorming;

* Medical, payroll, or legal information

generic templates; grammar and formatting.

Upllow: Internal policies, nonpublic operations, or  Donor, client, or beneficiary records

employee communication drafts. * Profiling or high-stakes decisions

Yellow requires an approved tool, minimum necessary

Do not place this information in general-purpose

information, and gualified review. AI or automate the derision.
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High-stakes decisions stay human

Strategic Sidekick

DECISIONS THAT STAY HUITIAN
 Who should be hired or rejected

* Who receives a promotion or pay increase

* Who should be disciplined or terminated

* Who gualifies for leave or an accommodation

ALSO KEEP HUITIAN

* Whether a complaint is credible or who is at fault
e Whether an employee is considered a “risk”
AI may support approved administrative waork.

Accountable people assess, decide, document, and

communicate.

References: EEOC AI resources; DOJADA hiring guidance; DOL

workplace AI best practices.
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Policy creates confident boundaries Strategie Sidekick

EMPLOYEES SHOULD KNOLWW LEADERS SHOLULD DEFINE

* Which tools they may use * When approval is required

e What information they may enter * Who reviews the output

* Which tasks are encouraged * How toreport a mistake

Cl tati t saf
* Which uses are prohibited Edr EXPEC1ATLIONS SUPPOFL S4TEF

experimentation and more consistent

dercisions.

SHRM Permian Basin



Cover the full AI lifecycle S—

FOLUNDATION OPERATING BUARDRAILS

* Dwnership and scope  Human review and fact-checking

* Approved tools and authorized users * Bias, fairness, and accessibility

e Data privacy and confidentiality * Copyright, records, and retention

. . .  Training and incident reportin
* Permitted, restricted, and prohibited d 2 g

* Regular policy review and updates
USES

Reference: NIST Benerative AI Risk Management

SHRM Permian Basin



Protect sensitive information S

FERSONAL INFORMATION ORGANIZATIONAL INFORMATION
e Social Security numbers or dates of birth e Donor, client, volunteer, or beneficiary records
* Banking, payroll, or benefits information * Passwords or security credentials

e Medical, disahility, leave, or accommodation * Investigation or privileged legal information

details * Confidential organizational strategy

* Applications, résumés, or background-check When in doubt, stop and ask before submitting

results the information.
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REFurt mistakEE Earll.'l Strategic Sidekick

1. STOP | 2. PRESERVE| . NOTIFY

Stop: Do not continue prompting or share the

4. CONTHIN | 5. LEARN

Contain: Follow instructions for deletion, access

output. restriction, or credential changes.

Preserve: Record the tool, time, information Learn: Document the correction and update training

entered, and people potentially affected. or policy where needed.

Report early. Do not hide or quietly fix a potential

Notify: Contact the designated HR, IT, privacy, or

security representative. incident.
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Protect the relationship stratagle Sidekick

CHOOSE ONE WORKFLOLL THEN TEST + REVIELI

* Repetitive * Test the process

* Low sensitivity * Review the guality

e Easy toverify * Measure the time reclaimed

Al is the sidekick. Human judgment, trust, and

* Clearly owned by a person

accountahbility remain the lead.
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Rl Permian Basin

2026 Annual Conference & Expo . Active Shooter Response . Alin HR

Preparing Today’s Workforce ® Employment Legal Updates L LeaderShip 11’1 HR
for Tomorrow’s Seasons « OSHA Updates e EVP Across Generations

6 Workshop Sessions To Choose From

Keynote Speaker Keynote Speaker . '
Network With Expo Floor With Local

Local Industry Leaders And National Vendors

3

Breakfast and Register
Lunch Provided Now =

[=]

September 25, 2026 / 8am to 5pm
Bush Convention Center

105 N Main Street, Midland, Texas 79701

Mary Ann Beninati Joseph Cope www.pbshrm.org

CEO & President The Empathy Guy
Scharbauer Foundation




QUESTIONS & O LTIVl
DISCLISSIION Permian Basin

Please provide your feedback on

this session HERE -,

Trisha Rangel-Lynn Robert Segura

President Elect President



