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AI Essentials Masterclass
Work Smarter with AI

Facilitated by:
Darren Coxon
Co-Founder and Executive Director, Kompass Education

     Monday 23rd November 2026     Half Day Masterclass



COURSE OUTLINE
AI is no longer just for technical teams — it’s a practical, everyday productivity tool for everyone. This half-day AI 
Essentials Masterclass is designed to demystify artificial intelligence and give employees the confidence and skills 
to start using AI immediately in their day-to-day work. Through practical demonstrations and hands-on examples, 
participants will learn how to communicate effectively with AI tools, choose the right platforms for different tasks, 
and automate common work activities such as documentation, reporting, and communications.

By the end of the session, attendees won’t just understand what AI is — they’ll know how to use it responsibly and 
effectively to save time, improve quality, and work more creatively. The focus is on real-world application, not theory, 
ensuring everyone leaves with techniques they can apply the very same day. The focus will be on Copilot for secure 
workflows but will also look at other tools for creativity, research and ideation.

KEY LEARNING OBJECTIVES
By attending this masterclass, participants will be able to:
•	 Understand the fundamentals of prompt engineering and how to structure prompts for reliable, high-quality 

results

•	 Select appropriate AI tools and platforms (including Copilot) for research, writing, transcription, and image 
generation

•	 Use AI to automate and improve data entry, report writing, summaries, and customer or client communications

•	 Develop confidence in using AI safely, ethically, and effectively in everyday work scenarios

WHO SHOULD ATTEND
This course is ideal for any employee who wants to improve productivity, reduce manual effort, and future-proof 
their skills. No technical or programming background is required. It is particularly valuable for professionals working 
in administration, operations, marketing, HR, finance, customer service, project management, and leadership roles 
— or anyone curious about how AI can help them work smarter, faster, and with greater impact.

FACILITATOR 
Darren Coxon is Co-Founder and Executive Director of Kompass Education. With 26 years in education across every 
sector and role—from teacher to Head of Department, Principal, and COO—he now specialises in AI literacy and 
governance training, ensuring compliance with UK government legislation and the EU AI Act. Darren delivers keynotes 
for leading organisations and supports UK government AI education initiatives.

PROGRAMME
09.55am	 REGISTRATION

10.00am	 Introduction to Prompting

	 Core prompt engineering skills including meta-prompts, basic prompt structure (role, task, instructions, 
style), prompt types for different purposes, and context engineering

10.45am	 AI Platforms and Tools – Comprehensive guidance on recommended AI platforms including base models, 
research tools, transcription services, and image generators

11.30am	 COMFORT BREAK AND VIRTUAL NETWORKING

11.45am	 Data Entry and Documentation – Automating report creation, summaries, and client/customer 
communications

12.30pm	 Plenary & final Q&A

1.00pm	 CLOSE OF DAY
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>  How to book

Venue
This is a virtual masterclass, with private login details to 
further online resources and interactive content. Log in 
details will be sent one week before the event.

Date
     Monday 23rd November 2026 

Virtual Fee
£195 + VAT

For more information contact Healthcare Conferences UK on 01932 429933 or email jayne@hc-uk.org.uk

Confirmation of Booking
All bookings will be confirmed by email, unless stated otherwise. 
Please contact us if you have not received confirmation 7-10 days 
after submitting your booking.

Credits
CPD Certified. 

Book with  credit card and 
receive a 10% discount*

www.leadershipconferencesuk.co.uk Post this form to Healthcare Conferences UK
8 Wilson Drive, Ottershaw, Surrey, KT16 0NT

AI Essentials Masterclass: 
Work Smarter with AI
Half Day Virtual Masterclass

Conference Registration

Download

Card Discount
10% discount when you book via credit or debit card. This offer is exclusive 
to card bookings and cannot be used in conjunction with any other 
Healthcare Conferences UK offer.

Group Rates
A discount of 15% is available to all but the first delegate from the same 
organisation, booked at the same time, for the same conference.

Terms & Conditions
A refund, less a 20% administration fee, will be made if cancellations are 
received, in writing, at least 4 weeks before the conference. We regret 
that any cancellation after this cannot be refunded, and that refunds for 
failure to attend the conference cannot be made, but substitute delegates 
are welcome at any time. View our Full Terms and Conditions here and 
our Privacy Policy

*

**

Third Party Contact 
If you wish to receive information from third party companies
such as those sponsoring or exhibiting at our events. Please tick this box

Healthcare Conferences UK reserve the right to make changes to speakers and programmes 
without prior notice.
©Healthcare Conferences UK Ltd 2026

>  Your Details (please complete a new form for each delegate. Photocopies are acceptable)

First Name

Surname

Job Title

Department

Organisation

Address

Postcode

Telephone

Fax

Email

Name

Signature

Date

Dr    Mr    Mrs    Ms (Please Circle)

>  Payment

Promotional Code

By B A C S
For Payments in £:                Sort Code  40-46-22                  Account No. 21553690

Please send your BACS remittance form as confirmation of payment

Your BACS Reference

Address

Postcode

Organisation

Name

By Invoice Please send an invoice to

PURCHASE ORDER NUMBER
(If Applicable)

Please note if you are requesting an invoice many NHS organisations now require a Purchase Order 
Number to be provided. If you do not provide this number this may slow down the processing of this 
delegate place.

Please make Cheques Payable to: Healthcare Conferences UK Ltd.

By Cheque A cheque for			             is enclosed

By Card
If you wish to pay by credit card please complete the form and you will be sent a secure link to complete 
the payment. Your booking will not be confirmed until payment is received. 

Please also ensure you complete your full postal address details for our records.

This form must be signed by the delegate or an authorised person 
before we can accept the booking
I accept the terms and conditions relating to cancellations, substitutions and refunds, and the privacy 
policy and agree to the processing of my data to receive information directly from Healthcare Conferences 
UK (and their event partners for jointly organised events) about related future events, news & updates, 
and promotional offers that I can unsubscribe from at any time. 

www.leadershipconferencesuk.co.uk
tel 01932 429933

https://www.healthcareconferencesuk.co.uk/our-terms/terms-conditions 
https://www.healthcareconferencesuk.co.uk/our-terms/privacy-policy 

