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Accuracy Checklist
Overview
This guide helps staff check the accuracy of content generated by Microsoft 365 Copilot before it is used or shared. Copilot is a useful starting point for drafting, summarising and analysing information, but it does not retrieve verified facts. It generates content by predicting patterns, which means it can produce errors, invent sources, or miss important information, even when the output reads confidently and fluently.
This is sometimes called a hallucination: when Copilot states something incorrectly or entirely makes it up, with no indication that it has done so. The checks below will help you catch these issues before they cause problems.
You remain responsible for the accuracy of all final content. Completing these checks does not need to take long, and with practice they will become second nature.

✅ Accuracy checks
	1
	Cross-check facts against your source files
Open your original documents and confirm that Copilot's statements actually appear there. Do not assume accuracy because the output reads well.


 
	2
	Verify every citation and reference
Check that each source exists, is correctly attributed, and actually supports the claim being made. Open the source and read it yourself rather than trusting the summary.


 
	3
	Check figures and statistics against the original data
Any numbers, percentages or statistics should be traced back to the original dataset or publication. Be especially cautious of very precise figures such as "73%" with no source listed.


 
	4
	Check for omissions
Does the output miss important points from your source materials? Copilot can produce summaries that sound complete but leave out key content. Re-read your source and compare.


 
	5
	Review tone and language
Ensure the content is appropriate for your audience and reflects LSE's voice: approachable, insightful and professional. Edit out any language that feels too formal, too casual or robotic.


 
	6
	If in doubt, ask Copilot to explain its reasoning
Type a follow-up prompt such as: "Where did this information come from?" or "Which part of my document supports this claim?" If Copilot cannot point to a clear source, treat the output with caution.



🔍 What to do if you find an error
	What you find
	What to do

	An incorrect or unsupported fact
	Remove or correct it using your source documents. Do not leave it in because the rest of the output looks accurate.

	A citation or reference that does not exist
	Delete it. Do not try to find a replacement source to fit the claim. If the claim cannot be supported, remove it entirely.

	A statistic with no traceable source
	Remove it or replace it with a verified figure from your own data or a trusted publication.

	Content that is missing key information
	Add the missing detail yourself from your source materials, or re-run the prompt with clearer instructions.

	Output that feels significantly wrong or inappropriate
	Do not use it. Re-prompt with more specific instructions, or complete the task manually. If you are unsure, speak to your manager.



🚫 When not to rely on Copilot
	Some tasks require a level of accuracy, judgement or specialist knowledge that Copilot cannot reliably provide. Do not use Copilot as the primary source for any of the following:



	✕  Legal or compliance decisions
✕  HR or disciplinary matters
✕  Precise numerical or financial work
✕  Analysis of documents you have not read yourself
✕  Tasks requiring specialist subject knowledge
✕  Anything where an undetected error could cause significant harm



⚠ Warning signs and citing sources
	What does "citing sources" mean? Citing a source means recording where information came from, such as a report, webpage or publication. Copilot will sometimes reference the documents it has drawn on, but these can be inaccurate or invented. Always open the original source yourself to confirm it is real and supports the claim being made.



	⚠  Possible hallucinations
	✓  Citing sources correctly

	⚠  Facts stated confidently with no evidence or source
	✓  Always cite the original source, not Copilot

	⚠  Citations or links that do not exist or point to the wrong place
	✓  Verify any quotation directly in the source document before including it

	⚠  Inventing statistics with no traceable origin
	✓  Remove or correct any invented references before sharing

	⚠  Summaries that sound plausible but miss key points
	✓  Follow the referencing conventions relevant to your area of work

	⚠  Confident claims about LSE policies or processes that cannot be verified
	 



📋 Declaring Copilot use
	If Copilot contributed significantly to a document, include the following statement: This document was drafted with the assistance of an AI tool and reviewed and edited by [Name/Team].
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