NHS

Greater Manchester
Primary Care Provider Board

The partnership of primary care providers

Using Copilot Chat Safely & Effectively in MS Teams
What is Copilot Chat?

Copilot Chat is an Al assistant within Microsoft Teams that helps you draft, summarise, explain, and
organise information. It works inside the NHS/Microsoft 365 secure environment, but you must still use it
safely and responsibly.

Safe Use Principles
1. Information Governance
e Do not enter identifiable patient data.

e Only use information you are authorised to handle.
e Copilot Chat cannot access EMIS, SystmOne, or Vision.

2. Clinical Safety
o Copilot must not be used for diagnosis, decision-making, or interpreting results.

e You must always verify the accuracy of its outputs.

3. Professional Oversight
o Treat Copilot like a digital assistant: helpful but fallible.

o Always check outputs before sharing or acting on them.

What Copilot Chat Can Help With
For Clinical Staff
e Summaries of guidance (NICE, NHS England)

o Drafts for newsletters, website updates, and patient leaflets
e Clinical admin support (e.g., governance reports, audit summaries)
e Creating teaching materials and CPD summaries

For Non-Clinical Staff
o Drafting clear emails, letters, and announcements

e Creating SOP outlines, project plans, or task lists

e Making complex information easier to understand

Good Prompting Practice
o Be specific (what you want, for whom, tone, format).

e Provide context when safe (non-patient-specific).
e Ask it to check its own work:
o “Highlight anything | should verify manually.”

o lterate: if a draft isn’t right, tell it what to change.

Examples of Safe Everyday Tasks
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o “Rewrite this text in a clear, patient-friendly tone.”
o “Draft a staff briefing about flu clinics.”

o “Create a simple SOP outline for new starters.”

Key Takeaways
o Copilot boosts productivity but doesn’t replace professional judgement.

o Keep patient data out of prompts.
e Always review the output.

o Start small—summaries, drafts, and explanations are ideal.

Prompt Starter Guides for Everyday Use
These prompts are designed to be safe, high-impact, and useful for anyone in primary care.

1. Drafting Communications

Prompt:

“Draft a clear and professional message for staff about our upcoming flu clinic schedule. Keep it
concise and action-focused.”

Good for: Practice announcements, internal comms.

2. Turning Notes into an SOP

Prompt:

“Turn these bullet points into a simple SOP outline with steps, responsible roles, and escalation
points. Make it suitable for new starters.”

Good for: Reception workflows, admin processes, onboarding.

3. Explaining Complex Information Simply

Prompt:

“Rewrite the following information in plain English suitable for our practice website. Keep it
friendly, accurate, and easy to read.”

Good for: Patient-facing digital content.

4. Quality & Safety Check

Prompt:

“Review this text and highlight any areas that might be inaccurate, unclear, or need manual
verification. Suggest improvements.”

Good for: Ensuring safe, high-quality outputs.
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