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Welcome!

u Brett Rowlett, Executive Director of External Affairs 
at Lane Community College in Eugene, Oregon

u As an early adopter of new technologies, I like to 
look for new ways to improve efficiencies & outputs

u To maximize AI tools like LLM’s, it’s important to 
know how to prevent “Garbage In, Garbage Out”

o Vague prompts à weak results

o Clear prompts à high-quality output



Why this matters…

u AI tools are powerful—but only with 
good prompts

u Better input = better output

u Save time and improve quality



What AI needs from you

u AI predicts patterns – it does not 
think

u AI needs context, audience and 
direction



Weak vs. Strong Prompts

Weak Prompts:

Vague or general (”Write something 
about…”)

No defined audience

No clear purpose or outcome

No tone specified

No format or length guidance

Treats AI like a search engine

One-shot request (no refinement)

Strong Prompts:

Specific and detailed

Clearly defines the audience

States the goal or outcome

Specifies the tone (e.g., professional, 
friendly)

Includes format and length (email, 
bullets, 100 words)

Assigns a role (“Act as….”)

Designed to iterate and refine
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The prompting framework

Context – What’s the situation or task? 

Length & Format – What should the output look like?

Expectations – What should it accomplish?

Audience – Who is it for?

Role – Who should the AI “act as”?



The CLEAR framework

Context – What’s the situation or task? 

Length & Format – What should the output look like?

Expectations – What should it accomplish?

Audience – Who is it for?

Role – Who should the AI “act as”?
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Example 1: Enrollment Email

Weak Prompt:

Write an email about fall 
enrollment.

Strong Prompt:

Act as a marketing 
professional. Write a 150-

word email to adult learners 
encouraging fall enrollment. 

Emphasize flexibility, 
affordability, and career 

advancement.
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Strong Prompt:

Act as an institution 
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with bullet points for a 
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strong prompt to make an 
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Example 3: Simplifying Information

Weak Prompt:

Explain financial aid policy.

Strong Prompt:

Act as a financial aid 
advisor. Explain eligibility in 

plan language for first-
generation students in under 

120 words.





Example 4: Simplifying Information

Strong Prompt:
Act as a government 
relations professional. 
Explain the impact of the 
attached federal legislation, 
HR 1, on community colleges 
for members of community 
college boards of education.





Common Mistakes
u Vague prompts

u No defined audience

u No clear goal or outcome

u No format or length specified

u Not assigning a role

u Too much at once

u Treating AI like a search engine

u No iteration



Hallucinations

u What are hallucinations?
u AI-generated responses that are incorrect, misleading or fabricated

u They may sound confident and well-written-–but are not accurate

u Why do they happen?
u AI predicts patterns – it does not verify facts

u Fills in gaps when prompts lack context or specificity

u Models are trained on broad data—not your institution’s real-time 
information



Hallucinations

u How to identify them
u Information sounds too certain without sources

u Specific details you can’t verify (dates, numbers, policies)

u Inconsistencies or contradictions

u Doesn’t match your institutional knowledge

u Best practices
u Verify important facts before using; ask for AI’s sources

u Provide context and source material when possible

u Use AI for drafting and summarizing—not final authority



Key Takeaways

u Be specific

u Define your audience

u State the goal

u Give the AI a role

u Take your time to refine 
your results



Homework

u Take one AI task you already do regularly.

u Rewrite your prompt using the CLEAR framework
u Add context

u Define your audience

u Be clear about the goal

u Compare the results



Thank you!
Brett Rowlett
Executive Director of External Affairs

Lane Community College

rowlettb@lanecc.edu


