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Module 1 Workbook
AI Opportunity Discovery & Workflow Mapping
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How to use this workbook
This workbook covers all five units of Module 1. Complete each activity after finishing the relevant lesson, then bring your completed sections to your 1:1 sessions as you go. You do not need to wait until the end of the module.
The activities build in sequence. Your process longlist and suitability scoring from Unit 3 are the analytical foundation for your Unit 5 Business Case. Your legal findings from Unit 4 feed directly into the feasibility and next-steps components of that case. Starting early means later activities are easier to write — not starting over from scratch.
Write with enough specificity that a consultant who does not know your organisation can follow your reasoning and assess the quality of your judgement — not just your conclusions. Vague descriptions and unsupported claims will be challenged at 1:1 sessions and at the gateway. Honest, specific, well-reasoned responses will not.
Each activity is tagged with the Knowledge, Skills and Behaviours (KSBs) it evidences, so you can see how your work connects to the apprenticeship standard throughout. Some activities evidence multiple KSBs; some focus on one. A few activities are exploratory and do not formally evidence a KSB — that is noted where it applies.
Unit 2 note: Demo 2 is an optional watch on this route. The post-demo reflection gives you space to draw on it if you watched it. There is no separate observation sheet for Demo 2.



Unit 1 — AI & Automation Foundations

Activity 1 — The AI Distinction Challenge
Complete after Lesson 1 | Estimated time: 30 minutes
KSBs evidenced: K9 — AI and automation concepts, models and limitations
Read each of the three scenarios below carefully. For each one, write your response covering:
1. Whether it is best served by traditional automation, GenAI, or an AI agent

1. One reason why you have chosen that approach

1. One risk or limitation you would need to consider
There are no single correct answers. Your consultant is looking for the quality of your reasoning, not just your conclusion. Write in your own words and connect your response to your workplace context where you can.
	Scenario A

	Your team receives approximately 200 identical monthly expense claim forms via email. Each form has the same fields every time. Your job is to extract the total amount, employee name, and department from each one and add them to a spreadsheet.



	(a) Best approach
	(b) One reason why
	(c) One risk or limitation

	Type your answer here…
	
	



	Scenario B

	Your manager wants a tool that can respond to internal HR queries about the company’s flexible working policy. Employees would type questions in natural language and get answers based on the current policy document.



	(a) Best approach
	(b) One reason why
	(c) One risk or limitation

	Type your answer here…
	
	



	Scenario C

	Your organisation wants to explore whether it is feasible to automatically monitor customer feedback across email, survey responses, and social media — flagging emerging issues by topic and sentiment, and generating a weekly summary report for the leadership team.



	(a) Best approach
	(b) One reason why
	(c) One risk or limitation

	Type your answer here…
	
	



	Reflection: Looking across all three scenarios, what was the most difficult judgement call to make? Why?

	Type your answer here…



Activity 2 — Hands-On GenAI Exploration
Complete after Lesson 2 | Estimated time: 60–90 minutes
KSBs evidenced: K9 — AI and automation concepts, models and limitations; K6 — Designing AI systems to augment rather than replace human work
	 Using a GenAI tool approved by your employer, work through the four tasks below and record
your findings in the spaces provided. This is your Exploration Log — share it with your skills
consultant at least 24 hours before your 1:1 session.

Before you begin: confirm with your line manager or consultant which tool is approved for use.
Do not paste sensitive, confidential, or personally identifiable information into any tool
that is not explicitly approved for that type of data.



	Which GenAI tool did you use? (Name and version if known — e.g. Microsoft Copilot, ChatGPT GPT-4o)

	  Type your answer here… 


Task A — Summarise
	Take a document, email thread, or set of meeting notes from your workplace (appropriately
anonymised). Ask the tool to summarise it.



	What document or content did you summarise? (Brief description — do not include confidential content)

	  Type your answer here… 



	What prompt did you use?

	  Type your answer here… 



	What did the tool capture well in its summary?

	  Type your answer here… 



	What did it miss, misrepresent, or get wrong?

	  Type your answer here… 


Task B — Draft
	Ask the tool to draft a short email or internal update relevant to your role.



	What did you ask the tool to draft? Describe the task and the prompt you used.

	  Type your answer here… 



	How much editing was required to make the output usable? What did you change, add, or correct?

	  Type your answer here… 


Task C — Test its limits
	Ask the tool a question you already know the answer to — something specific to your
industry, organisation, or role.



	What question did you ask, and why did you choose it?

	  Type your answer here… 



	What did the tool respond? Was it accurate, partly accurate, or confidently wrong?

	  Type your answer here… 



	Did the tool acknowledge any uncertainty, or did it present its response as definitive?

	  Type your answer here… 


Task D — Reflect
	In two or three sentences, what is your working definition of GenAI after completing these tasks?

	  Type your answer here… 



	What surprised you most about how the tool performed?

	  Type your answer here… 



	Where do you think this tool could add genuine value in your workplace — and where would you be cautious about relying on it?

	  Type your answer here…



Activity 3 — Workplace AI Landscape Scan
Complete after Lesson 3 | Estimated time: 30 minutes
KSBs evidenced: K5 — Methods to identify opportunities to enhance productivity Complete after: Lesson 3 | Estimated time: 30 minutes
	Spend 30 minutes doing a basic scan of your organisation's current relationship with AI.
Use the prompts below to guide your notes. You do not need definitive answers — honest
observations are what matter.

Bring this completed scan to your 1:1 session. Your consultant will use your findings to
start identifying potential candidates for your apprenticeship project.



	Is your organisation currently using any AI tools — officially, informally, or both? List what you have observed.

	  Type your answer here… 



	Are there any policies, guidance documents, or acceptable use guidelines about AI in your organisation? What do they say, or what gaps do you notice?

	  Type your answer here… 



	Briefly describe a conversation with one or two colleagues about their use of AI tools. What did they share? What was their attitude — curious, cautious, enthusiastic, sceptical?

	  Type your answer here… 



	Based on your scan: where would you place your organisation on the spectrum from 'AI is not on the radar' to 'active, managed AI adoption'? Explain your reasoning.

	  Type your answer here… 



	Initial opportunity observation
Based on your scan, identify one area of your role or team's work that might be a candidate for AI or automation. You do not need a fully formed idea — a direction is enough at this stage.



	Your initial opportunity observation

	  Type your answer here…





Unit 2 — Demo Lab: Real Workflows in Action 
Demo 2 is an optional watch on this route. If you did watch it, the post-demo reflection gives you space to draw on it. There is no separate observation sheet for Demo 2.
Activity 1 — Observation Sheet: Demo 1
Complete during or immediately after Lesson 1
KSBs evidenced: K9 — AI and automation concepts, models and limitations; K5 — Methods to identify productivity opportunities; S14 — Identification and evaluation of opportunities for increased productivity
	Demo 1 — AI-Powered Customer Feedback Analysis & Follow-Up | Low / No-Code Workflow



	Platform:  Microsoft Power Automate with a GenAI connector. Scenario: a customer service team automates sentiment analysis of feedback, drafts personalised follow-up emails, routes them through a human review gate, and generates a summary report for the team manager.
Work through all six questions as you watch the demo. Record specific details — not just general impressions.



	1. What is the trigger for this workflow or agent? What starts it?

	Type your answer here…



	2. What data does it need, and where does it come from?

	Type your answer here…



	3. Where does the AI component sit, and what specifically does it do? (There are two GenAI steps in this demo — describe both.)

	Type your answer here…



	4. Where does a human need to be involved, and why is that step not fully automated?

	Type your answer here…



	5. What could go wrong, and how does the design handle — or fail to handle — those failure points?

	Type your answer here…



	6. What business problem does this solve? How would you begin to measure the value it creates?

	Type your answer here…



	Workplace connection — is there a process in your organisation where a similar pattern could apply? Note your initial thoughts, even rough ones.

	Type your answer here…



Activity 2 — Post-Demo Reflection
Complete after the demonstration(s) you watched | Estimated time: 45 minutes
KSBs evidenced: K9 — AI and automation concepts, models and limitations; K5 — Methods to identify productivity opportunities; S13 — Identify automation opportunities; support ethical decision-making; S14 — Identification and evaluation of opportunities for increased productivity
This reflection directly informs your project identification work in Unit 3. Complete all four prompts.
	Prompt 1 — Which of the two demonstrations felt most relevant to your workplace, and why? Be specific about the business problem it addresses and how that maps to your context.

	  Type your answer here… 



	Prompt 2 — If you could adapt any of the two demonstrations to a process in your own organisation, which process comes to mind first? Describe: what would trigger it, what the AI component would do, and what the human review step would look like.

	  Type your answer here… 



	Prompt 3 — What questions do you still have about how these workflows are built — technically, organisationally, or in terms of governance and data handling?

	  Type your answer here… 


Activity 3 — Tool Orientation (Optional)
Complete after Lesson 3 | Estimated time: ~30 minutes
	 If you have access to Make.com, Zapier, or Microsoft Power Automate through your employer,
spend 30 minutes exploring the interface. You are not building anything — just exploring.

   Look at what trigger types are available
   Browse the app integrations — are your organisation's key tools listed as connectors?
   If the platform has an AI or agent module, look at how it is configured
   Note anything that surprises you — features you did not expect, or gaps where your
   organisation's systems are not available



	Which platform did you explore? (Make.com / Zapier / Power Automate / other)

	  Type your answer here… 



	What triggers are available? List any that seem relevant to processes in your organisation.

	  Type your answer here… 



	Which of your organisation's tools appear as available connectors or integrations?

	  Type your answer here… 



	Did the platform have an AI or agent module? If so, what did you notice about how it is configured?

	  Type your answer here… 



	What surprised you — either features you did not expect, or gaps you noticed?

	  Type your answer here… 



	Any questions this raised that you want to discuss with your consultant?

	  Type your answer here…





Unit 3 — Process Identification and Workflow Mapping

Activity 1 — Process Longlist
Complete after Lesson 1 | Estimated time: 60 minutes
KSBs evidenced: K5 — Methods to identify opportunities to enhance productivity; S14 — Identification and evaluation of opportunities for increased productivity
	 List every process in your role or team that you can identify — aim for at least eight to ten.
For each one, note its name, how often it occurs, what is produced at the end, and your gut
instinct on whether AI could help and why.

At this stage, quantity matters. Do not filter yet. Write down everything, including processes
that feel unlikely — you may surprise yourself when you look more closely.

Use the readiness test from Lesson 1 to help you: could you describe this task to a new
colleague, step by step, precisely enough that they could follow your instructions and
produce the same output without relying on experience or instinct?



	Process name
	How often?
	What is produced?
	Could AI help? Initial instinct

	1.  
	
	
	

	2.  
	
	
	

	3.  
	
	
	

	4.  
	
	
	

	5.  
	
	
	

	6.  
	
	
	

	7.  
	
	
	

	8.  
	
	
	

	9.  
	
	
	

	10.  
	
	
	




	Additional processes (if needed)

	  Type your answer here… 



	After completing your longlist: which three processes do you think are your strongest candidates, and why? Write two or three sentences on each.

	  Type your answer here…



Activity 2 — Process Suitability Framework
Complete after Lesson 2 | Estimated time: 90 minutes
KSBs evidenced: K5 — Methods to identify productivity opportunities; S13 — Identify automation opportunities; support ethical decision-making; S14 — Identification and evaluation of opportunities for increased productivity
	Take your top three candidates from Activity 1 and apply the five-dimension framework to each
one. For every dimension, circle your score (High / Med / Low) and write at least two to three
sentences of specific rationale.

Strong rationale names specific numbers, frequencies, system names, data formats, or
organisational realities. Weak rationale states a score without evidence.

Example of strong rationale for Volume and Repetition:
"High — our team processes approximately 35 new supplier registration forms per week.
Each form has the same seven required fields and volume is consistent year-round."

Example of weak rationale: "High — this happens a lot."



	Candidate Process 1

	Process name and brief description (two to three sentences — what is it, who does it, what does it produce?)

	  Type your answer here… 



	Dimension
	Score
	Your rationale (2–3 sentences minimum — be specific)

	D1  Volume and Repetition
How often does this occur? Is each instance broadly similar in structure?
	High / Med / Low
(circle one)
	


	D2  Data Availability and Quality
Is the data digital, accessible, and consistently structured?
	High / Med / Low
(circle one)
	


	D3  Error Tolerance
What happens if the AI gets it wrong? Can errors be caught before causing harm?
	High / Med / Low
(circle one)
	


	D4  Simplicity and Orderliness
How simple and predictable are the inputs, decision logic, and outputs?
	High / Med / Low
(circle one)
	


	D5  Strategic Value and Feasibility
Is there organisational appetite? Are there tool, data, or policy constraints?
	High / Med / Low
(circle one)
	


	Overall assessment
	Strong candidate  /  Promising with caveats  /  Needs groundwork first  /  Not suitable



	Selection decision: would you take this candidate forward? Give specific reasons drawing on your dimension scores.

	  Type your answer here… 



	Candidate Process 2

	Process name and brief description (two to three sentences — what is it, who does it, what does it produce?)

	  Type your answer here… 






	Dimension
	Score
	Your rationale (2–3 sentences minimum — be specific)

	D1  Volume and Repetition
How often does this occur? Is each instance broadly similar in structure?
	High / Med / Low
(circle one)
	


	D2  Data Availability and Quality
Is the data digital, accessible, and consistently structured?
	High / Med / Low
(circle one)
	


	D3  Error Tolerance
What happens if the AI gets it wrong? Can errors be caught before causing harm?
	High / Med / Low
(circle one)
	


	D4  Simplicity and Orderliness
How simple and predictable are the inputs, decision logic, and outputs?
	High / Med / Low
(circle one)
	


	D5  Strategic Value and Feasibility
Is there organisational appetite? Are there tool, data, or policy constraints?
	High / Med / Low
(circle one)
	


	Overall assessment
	Strong candidate  /  Promising with caveats  /  Needs groundwork first  /  Not suitable



	Selection decision: would you take this candidate forward? Give specific reasons drawing on your dimension scores.

	  Type your answer here… 



	Candidate Process 3

	Process name and brief description (two to three sentences — what is it, who does it, what does it produce?)

	  Type your answer here… 



	Dimension
	Score
	Your rationale (2–3 sentences minimum — be specific)

	D1  Volume and Repetition
How often does this occur? Is each instance broadly similar in structure?
	High / Med / Low
(circle one)
	


	D2  Data Availability and Quality
Is the data digital, accessible, and consistently structured?
	High / Med / Low
(circle one)
	


	D3  Error Tolerance
What happens if the AI gets it wrong? Can errors be caught before causing harm?
	High / Med / Low
(circle one)
	


	D4  Simplicity and Orderliness
How simple and predictable are the inputs, decision logic, and outputs?
	High / Med / Low
(circle one)
	


	D5  Strategic Value and Feasibility
Is there organisational appetite? Are there tool, data, or policy constraints?
	High / Med / Low
(circle one)
	


	Overall assessment
	Strong candidate  /  Promising with caveats  /  Needs groundwork first  /  Not suitable



	Selection decision: would you take this candidate forward? Give specific reasons drawing on your dimension scores.

	  Type your answer here… 



Activity 3 — First-Pass Workflow Map
Complete after Lesson 3 | Estimated time: 60 minutes
KSBs evidenced: S6 — Workflow and process mapping to identify problems or inefficiencies; K9 — AI and automation concepts, models and limitations
	Select your highest-scoring candidate process and produce a current-state workflow map showing
how the process works today — not how you would like it to work.

Start with a rough sketch on paper, then transfer to a digital tool if possible. Recommended
free tools: draw.io (diagrams.net), Miro, or Lucidchart.

Share your completed map with your skills consultant at least 24 hours before your 1:1 session,
along with the written notes in this section.


Your map must include:
	✓
	Your map must include

	
	The trigger — what starts the process

	
	All steps in sequence, using process boxes with active verb labels

	
	At least one decision point shown as a decision diamond with labelled exit paths

	
	Swim lanes showing who or what is responsible for each step

	
	Notes on what data or documents are involved at each step

	
	The end output — what constitutes completion of the process 



	Complete these before you start mapping:



	Which process are you mapping? (Name and brief description)

	  Type your answer here…



	List all the steps in your process here before you begin mapping (rough notes — use this to check you have not missed any steps, decision points, or exceptions)

	  Type your answer here… 



	Who are the swim lane participants in this process? List every person, team, and system involved.

	  Type your answer here… 



	What is the trigger — the specific event that starts this process?

	  Type your answer here… 



	What is the end output — what does a completed instance of this process produce?

	  Type your answer here… 



	Written notes after producing your map:



	Which steps or data issues did you find difficult to map precisely, and why?

	  Type your answer here… 



	Were there any steps where the information involved is not currently digital or accessible to an automated system? Describe what exists and in what form.

	  Type your answer here… 



	Did speaking to colleagues reveal any steps, exceptions, or workarounds that you had not been aware of? Describe what you found.

	  Type your answer here… 



	Based on what you now know about this process, has your confidence in it as an automation candidate increased or decreased? Why?

	  Type your answer here…





Unit 4 — Legal and Compliance Foundations

Legal Self-Assessment
Estimated time: 45–60 minutes across the unit
KSBs evidenced: K2 — Legal and regulatory frameworks including employment rights, equality, data protection, and GDPR; ethical principles and professional standards; S2 — Follow ethical, responsible, and safe working practices; B1 — Work independently and take responsibility; exercise professional judgement on when to seek support
	Work through the three sections below, completing each one after the corresponding lesson. For each question: answer from your own knowledge first. If you are uncertain, use an approved GenAI tool and note in the AI assist space what it added, confirmed, or missed. Leave the AI assist space blank if you did not use it. 
The flag at the end of each section is always your own call — no AI assist space is provided. Flags identify what needs escalating to a colleague, DPO, HR, or specialist before your project proceeds. 
What your consultant is looking for: evidence that you have applied the legal frameworks to your specific project — not described them in the abstract. The quality of your flags, the honesty of your reflection, and the specificity of your next action are all indicators of distinction-level thinking.



	Section 1 — Data Protection and UK GDPR  •  Complete after Lesson 1



Question 1.  Does your process involve personal data? If yes, what type and whose?
	Your answer

	  Type your answer here… 


Question 2.  What is your proposed lawful basis for processing? Which of the six bases applies, and why?
	Your answer

	  Type your answer here…



Question 3. Does your process involve any of the eight special categories of data? If yes, which — and is that presence direct or indirect? If you are uncertain, note that here — it should be investigated before deployment, not after.
	Your answer

	  Type your answer here…



Question 4. Does your AI component make automated decisions with legal or similarly significant effects? If yes, what Article 22 obligations apply, and where does the meaningful human review sit?
	Your answer

	  Type your answer here…


Question 5. What data minimisation and retention approach will your system take?
	Your answer

	  Type your answer here…


Flag. What areas require further investigation or input from a DPO or legal colleague before your project proceeds?
	Your flag

	  Type your answer here…



	Section 2 — Employment and Equality  
Complete after Lesson 2



Question 1.  Does this automation materially change the nature of anyone’s job role? If yes, what is the nature of that change?
	Your answer

	  Type your answer here… 



Question 2.  If headcount is affected, have the relevant HR or leadership stakeholders been made aware? Is collective consultation required?
	Your answer

	  Type your answer here… 



Question 3.  Could the AI component produce outputs that disadvantage people with a protected characteristic — directly or through proxy variables?
	Your answer

	  Type your answer here… 



Question 4.  Does your automation involve any monitoring of employee behaviour or communications? If yes, have the lawful basis, proportionality, and transparency requirements been considered?
	Your answer

	  Type your answer here… 



Flag.  What areas here require further investigation or input from HR, legal, or equality colleagues?
	Your flag

	  Type your answer here… 



	Section 3 — Transparency and Accountability  
Complete after Lesson 3



Question 1.  Can you explain, in plain language, how your AI system produces its outputs? Draft two or three sentences you could give to a person affected by one of its decisions.
	Your answer

	  Type your answer here… 



Question 2.  Who in your organisation is accountable if the system produces a harmful or unfair output? Name the role, not just “the organisation.”
	Your answer

	  Type your answer here… 



Question 3.  Where does your role sit in the chain of accountability for this system? What decisions have you made or influenced, and what concerns have you surfaced to whom?
	Your answer

	  Type your answer here… 



Flag.  Is there any area of this system’s operation that you currently cannot explain clearly? If so, that gap needs to be resolved before deployment.
	Your flag

	  Type your answer here…



	Distinction criterion: a distinction-level reflection names a concrete next action —
a specific person to speak to, a specific question to put to them, and why that
conversation matters for your project before deployment.



Activity 2 — Draft Your Legal Considerations Note
Complete after all three sections | Estimated time: 20 minutes
KSBs evidenced: K2 — Applying legal and ethical frameworks to your specific project; B1 — Work independently and take responsibility
	Using your findings from the Legal Self-Assessment above, draft a brief Legal Considerations note. This feeds directly into your Unit 5 Business Case — specifically Component 4 (Feasibility Check) and Component 5 (Next Steps). Your note should cover:
· The most significant legal consideration your assessment identified. Be specific: name the legislation or principle and explain why it applies to your process.
· Any area where you flagged uncertainty and identified who needs to be involved before deployment.
· Any legal or regulatory constraint that will affect your system design — and what that means in concrete terms (for example: “the automated decision step will require a human review gate to comply with Article 22”).



	Draft your Legal Considerations Notes here

	  Type your answer here…



	Once you are satisfied with this note, keep it to hand when you complete your Unit 5 Business Case. Your legal considerations belong in Component 4 (Feasibility Check — high-level risk awareness) and in Component 5 (Next Steps — outstanding dependencies).






Unit 5 — Your AI Opportunity: Business Case and Project Scoping

This unit asks a different question from Unit 3. Unit 3 asked whether your process is automatable. Unit 5 asks whether it is worth doing — and whether you can prove it. Your business case must make that argument clearly enough that a reader who knows nothing about the process could understand it, and a consultant who does know the programme can assess it.
The activities build in sequence: your value estimate from Activity 1 feeds into Activity 3, and your feasibility check from Activity 2 forms Component 4 of the business case.
Write with the specificity of someone who understands their organisation and wants a consultant and senior manager to trust their judgement. 
Activity 1 — Value Estimation and Prioritisation
Complete after Lesson 1 | Estimated time: 75 minutes
KSBs evidenced: K5 — Methods to identify opportunities to enhance productivity; S14 — Identification and evaluation of opportunities for increased productivity
This activity has three parts. Complete Part A first, use those figures to inform Part B, then complete Part C.

Part A — Direct Value Estimation
	Process name and brief description — what is this process, who does it, and how often?

	  Type your answer here… 



	Calculation step
	Your figure and basis

	Time per instance (minutes)
How long does one instance of this process take on average?
	


	Instances per week / month
How many times does this process run per week or month?
	


	Number of people involved
How many staff members are involved in running this process?
	


	Total weekly / monthly time (hours)
Calculate: (time per instance × instances) ÷ 60 × people
	


	Working periods per year (e.g. 46 weeks)
Use 46 working weeks as a default unless you have a better figure
	


	Total annual time investment (hours)
Calculate: total weekly time × working periods per year
	


	Estimated automation reduction factor (%)
What proportion of the process time could AI plausibly absorb? State your basis.
	


	Hours of capacity released per year
Calculate: annual hours × reduction factor
	


	Average all-in hourly cost for the role (£)
Use an approximate figure — accuracy matters less than having a stated basis
	


	Annual value of capacity released (£)
Calculate: hours released × hourly cost
	




	Indirect value — what improvements to quality, consistency, staff experience, or customer experience would this create that the numbers above do not capture? (3–5 sentences)

	  Type your answer here… 



	AI stress-test notes — after running the challenge prompt on your estimate, which of the AI's challenges were relevant? What did you add, change, or clarify as a result?

	  Type your answer here… 


Part B — Effort/Value Matrix
	Plot your candidate processes on the matrix below. Write each process name in the quadrant that best reflects its position. If you only have one candidate, position it and explain how it scored on both axes using your Unit 3 suitability dimensions as evidence for the effort score. 

Distinction-level criterion: include at least two candidates with a written comparative analysis paragraph below the matrix.



VALUE CREATED  (Low ↑ High)
	LOW EFFORT  ←
	→  HIGH EFFORT

	Start here
High value · Low effort
Strong priority candidate for your apprenticeship project.
Process name:


Process name:

	Plan carefully
High value · High effort
Worth pursuing — but needs groundwork before committing.
Process name:


Process name:


	Low priority
Low value · Low effort
Useful for practice, but not your project slot.
Process name:


Process name:

	Set aside
Low value · High effort
Not worth the investment at this stage.
Process name:


Process name:




EFFORT TO IMPLEMENT  (Low  ←————————→  High)

	Comparative analysis — what does the matrix reveal about your candidates? Why does it support your selection? (4–6 sentences, drawing directly on the positions above)

	  Type your answer here…



Part C — Return on Investment and Scope Check
	Estimated cost — what is the order-of-magnitude cost to build and run this automation? Estimate your build time in hours × an approximate hourly rate, plus any tool or subscription costs per year.




	Cost element
	Your estimate and basis

	Build cost (one-off)
Your hours to build a working pilot × hourly rate
	

	Running cost (annual)
Tool licences, subscriptions, or ongoing maintenance
	

	Total first-year cost
Build cost + running cost
	

	Annual value released
(carry forward from Part A)
	

	Net first-year benefit
Annual value − total first-year cost
	

	First-year ROI
(Net benefit ÷ total cost) × 100
	

	Payback period
Build cost ÷ annual net benefit (express in weeks or months)
	



	Assumption test — your ROI rests on an assumption about how much released capacity is genuinely redeployed to valuable work. Recalculate the ROI and payback assuming only half the capacity is redeployed, and note the revised figures here. What does this tell you about how sensitive the return is to that assumption? (2–3 sentences)

	Type your answer here…



	Scope test — apply the five-part test to your opportunity: (1) Is it specific? (2) Is it bounded? (3) Is it achievable within six to eight weeks of build time? (4) Is it visible to the organisation? (5) Does your line manager support it? Note any adjustment you would make to keep the project deliverable. (2–3 sentences)

	Type your answer here…


Activity 2 — Feasibility Check and Line Manager Conversation
Complete after Lesson 2 | Estimated time: 45 minutes
KSBs evidenced: K9 — AI and automation concepts, models and limitations; S13 — Identify automation opportunities; support ethical decision-making
	Have your line manager conversation before completing this activity — particularly the
Organisational Readiness dimension cannot be completed honestly without that input.

For each dimension: circle your status, then write 2–4 sentences of specific evidence.
A 'Needs attention' status requires a named action. A 'Blocker' status requires a plan.
Do not leave any dimension blank.



Feasibility Check — Four Dimensions
	Process being assessed — confirm the name and scope of the process you are taking forward

	 Type your answer here… 



	Feasibility dimension
	Status
	Your evidence (2–4 sentences — be specific)

	Data availability
Is the data digital, accessible, and consistently structured?
	Circle one:
✅ Clear
⚠️ Needs attention
🚫 Blocker
	



	Process maturity
Is the process stable and well-defined enough to automate?
	Circle one:
✅ Clear
⚠️ Needs attention
🚫 Blocker
	

	Organisational readiness
Does your line manager support this? Are there tool or team constraints?
	Circle one:
✅ Clear
⚠️ Needs attention
🚫 Blocker
	



	High-level risk awareness
Have you identified the obvious showstoppers and flagged them honestly?
	Circle one:
✅ Clear
⚠️ Needs attention
🚫 Blocker
	




Line Manager Conversation Notes
	Before this session, speak to your line manager about your project proposal. Use the spaces
below to record the key outcomes of that conversation.



	Date of conversation and who you spoke with

	 Type your answer here…



	What did your line manager agree to? (Access, time, support, pilot scope — be specific)

	Type your answer here…



	Did the conversation raise any concerns or constraints you had not anticipated? Describe them.

	Type your answer here…



AI Blind-Spot Check and Action List

Run the AI blind-spot prompt from Lesson 2 on your written feasibility assessment.
Record the relevant questions it surfaces below, then add them to your action list.

	Relevant questions surfaced by the AI blind-spot prompt

	Type your answer here…



	Your action list — specific things to confirm or resolve before writing your business case. Include who you need to speak to and by when.

	Type your answer here…



	Scope reflection — has the feasibility check led you to adjust your project scope? If yes, describe the change. If no, explain why the check confirmed rather than challenged it. (2–4 sentences)

	Type your answer here…



Activity 3 — The AI Opportunity Business Case
Complete after Lesson 2 | Estimated time: 90 minutes
KSBs evidenced: K5 — Methods to identify productivity opportunities; K6 — Designing AI systems to augment rather than replace human work; K9 — AI and automation concepts, models and limitations; S6 — Workflow and process mapping to identify problems or inefficiencies; S13 — Identify automation opportunities; support ethical decision-making; S14 — Identification and evaluation of opportunities for increased productivity

	Complete all five components. Target length: approximately 600–900 words across the five
components. Attach your Unit 3 workflow map and suitability scoring summary.

Before submitting, run the three AI editorial prompts from Lesson 3 on your completed draft:
the specificity check, the challenge simulation, and the scoping sanity check. Revise where
the AI surfaces a genuine gap. Your submitted business case should reflect that process.





Component 1  Process Description
	This component answers:
What is the process, and what does it currently look like?
	Strong response includes:
Specific frequency, time per instance, number of people involved, data systems used, output produced. Reference your Unit 3 workflow map.



	Write your response here

	Type your answer here…



Component 2  The Opportunity
	This component answers:
What specifically could AI do here, and how?
	Strong response includes:
Names the AI capability (classification, drafting, extraction, etc.), the tool type, the human-in-the-loop design, and the exception path.



	Write your response here

	  Type your answer here…



Component 3  Productivity Value Assessment
	This component answers:
What value would successful implementation create?
	Strong response includes:
Quantified direct estimate with all assumptions stated. Separate paragraph on indirect value. Uses 'capacity released' not 'cost saved'.



	Write your response here

	Type your answer here…



Component 4  Feasibility Check
	This component answers:
Is this achievable?
	Strong response includes:
All four dimensions addressed with evidence. Known issues named honestly with a resolution plan. References your Activity 2 assessment.



	Write your response here

	Type your answer here…



Component 5  Next Steps

	This component answers:
What happens immediately next?
	Strong response includes:
Specific, actionable items — not general intentions. Names who you need to speak to, what you need to confirm, and any outstanding dependencies.



	Write your response here

	Type your answer here…



	Distinction criterion: if your Effort/Value matrix with comparative analysis is not already
embedded in your business case prose, attach your completed matrix from Activity 1 Part B
as a supporting exhibit and reference it explicitly in Component 3 or your introduction.




[Optional] Gateway Preparation  

	Below are some questions that would be useful to think through – this helps prepare you for your final assessment



	Gateway question
	Your notes (key points to talk through)

	Q1
Why this process over the others you scored?
	

	Q2
What specific AI capability makes this automation viable?
	

	Q3
What would you do if the data access problem turns out to be harder than expected?
	

	Q4
What does a successful pilot look like twelve weeks from now?
	

	Q5
How will the people who currently do this process experience the change?
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