Appendix 2: AI-Supported Audit Process (Copilot / Gemini)
Step-by-Step Guidance
IMPORTANT: This process must be followed exactly. The standard Southwark audit prompt (Appendix 5) must be pasted into Copilot or Gemini. Uploading guidance documents alone is not sufficient. All AI-generated audits must be reviewed using the EHCP Banding Moderation Checklist before submission.

Important: Data Protection and Professional Responsibility
· Only use Microsoft Copilot (M365) or Google Gemini (Google Workspace) accounts provided by your organisation
· If using any non-approved system, all documents must be fully anonymised
· Ensure your setting has an agreed protocol / DPIA sign-off before starting (speak to your IT lead if unsure)
✅ Copilot/Gemini supports analysis only. Final audit decisions must always be made and validated by professional staff.

Step 1: Preparation
For each CYP, gather:
· Most recent EHCP
· Most recent Annual Review documentation (last 2 years preferred)
· Relevant professional reports (within last 2 years)

Step 2: Set up Copilot / Gemini
✅ Open Copilot or Gemini
✅ Copy and paste the Southwark audit prompt:
The entire standard Southwark audit prompt (Appendix 2: mainstream or Appendix 4: resource base) must be pasted into Copilot or Gemini. Uploading guidance documents alone is not sufficient.

Step 3: Upload guidance documents
Upload the following:
· Banding framework (Appendix 1)
· One exemplar audit report - Jamie (Appendix 3: mainstream) OR Daisy (Appendix 5: resource base)
· School summary (resource base settings only)

Step 4: Upload EHCP and evidence
Upload:
· EHCP
· Annual Review documentation
· Supporting reports
📌 Notes:
· Documents must be readable (not scanned or password-protected)

Step 5: Review the generated audit
Read the full report carefully.
Check for completeness:
· All 12 outcomes are included and correctly titled
· Each outcome has: a score, Strengths, Needs, Rationale


Step 6: Check scoring accuracy
Ensure:
· Scores align with the banding descriptors
· Total score is calculated correctly
· Indicative band matches the total
Common AI Errors (Important) AI-generated audits may: - Inflate scores across all areas - Avoid using higher scores (30/40) even where appropriate - Misinterpret structured support as independence - Over-score cognition or sensory needs without sufficient evidence These must be reviewed and corrected before finalising the audit.

Step 7: Cross-check against evidence
Return to the EHCP and supporting documents to confirm:
· All scores are evidence-led (not inferred)
· All significant needs are reflected in scoring
· There is no over-scoring due to strong provision
· The audit reflects the current presentation of the CYP

Step 8: Finalise and quality assure
· Adjust scores if inconsistencies are identified
· Ensure the narrative clearly justifies final scores

Final checks:
· Report is clear, professional, and ready for panel review
· No AI artefacts (e.g. repetition, vague phrasing, contradictions)
· Complete moderation checklist (Appendix 6)



