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START HERE

BUILD IT IN YOUR OWN COURSE.

This guidebook turns one method into three paths you can take back to your own course. Every path holds the
same line: Al may organize, question, and critique student thinking. It may not write for students. Choose the tier
that fits your tools, your comfort with building, and the students you serve.

BUILD GUIDEBOOK

CHOOSE YOUR PATH

Tier 1 - Assign It
Built in: Microsoft Copilot, in Word
You build: A three page mock

interview assignment with a
planning guide and rubric

Student words: Students use the
Al tool their campus recommends,
and share only what they choose

No Al path: Questions answered
by a classmate, mentor, or career
coach, for full credit

Pages 7 to 15

Tier 2 - Coach It

Built in: ChatGPT, with Plugin
Creator

You build: A Defend Every Word
Coach that asks questions and
never writes for students

Student words: Go to the Al
service, so build it on the platform
your institution recommends

No Al path: A peer feedback
guide built from the same rules as
the coach

Pages 16 to 18

Tier 3 - Build It
Built in: Claude, as an artifact

You build: A single page web tool
where students write first, then
defend every word

Student words: Stay on the page;
the finished tool never connects to
Al and stores nothing

No Al path: A built in option to get
feedback from a peer or career
coach

Pages 19 to 20

Four moves, whichever tier you choose

a Pick one tier. Start where your tools and comfort already are.

e Paste the prompt. Adapt the bracketed text to your course.

e Test before students do. Try to break it, then fix one thing at a time.

o Share it. You remain the expert of record.

Organize, Don't Replace: Build Guidebook 2



WHERE THIS CAME FROM BUILD GUIDEBOOK

WHERE THIS GUIDEBOOK CAME FROM

| developed this guidebook while working in higher education, as a framework to guide each workshop, course
build, curriculum design, and conversation | had with students about Al. Underneath every one of those builds sat
the same question: how do we let students use Al without letting it do their thinking for them?

The answer became the Defend Every Word method. Students think first, Al works inside boundaries the student
sets, and the student makes every final call and can explain every word. The three tiers that follow grew out of real
course and workshop builds, and | refined them each time students showed me what worked and what did not.

| wrote it with higher education campuses in mind, because that is where | built and tested it. The method travels
well beyond campus. Workforce development programs, career coaches, nonprofit and community training
programs, onboarding and learning and development teams, and anyone who helps people show what they know
in their own words can use the same four beats.

My research reaches beyond campus too. | draw on HR practice, workforce and industry research, and the articles,
blogs, and organizations | follow across industries, because career readiness is not built in higher education alone.

A NOTE ON ACCOUNTS AND PLATFORMS

| developed and tested the builds in this guidebook on my personal Microsoft Copilot, ChatGPT, and Claude
accounts, not on any institution's accounts. Every prompt you need is printed here, so you can build your own
version on the platform that fits your setting.

If you advise or teach students, check with your institution before you build anything students will use.
Many campuses recommend a specific Al platform, often one licensed with added data protections. Build on
that platform when one is recommended, and point students to it.

If you build on a personal account, review its data settings first, including whether your conversations may
be used to improve the model, and adjust them before any student words go in.

@ Rules for student information, including FERPA, vary by institution and by the agreements each campus
holds with Al providers. Your campus privacy office, IT security team, or general counsel can confirm
what is permitted.
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THE METHOD BUILD GUIDEBOOK

THE DEFEND EVERY WORD LOOP

All three tiers move through the same four beats. Students do the thinking first, Al works inside guardrails, and
students make every final call. The loop is the GPS Principle in practice, Al navigates and the student drives, and
its last beat answers the governing question behind all of my work: could you defend every word of this in an
interview?

1. Write first 2. Guard the prompt

Students put their own thinking into words before Al Every prompt tells Al what to do and what not to do. Al
sees anything. All experience counts, including work, may organize, question, or critique. Students learn to
caregiving, military service, and community set boundaries they can carry to any tool.
involvement.

3. Judge what comes back 4. Defend every word

Students keep or set aside each suggestion and say Students explain any sentence in their own words and
why. Is it accurate about me? Is it relevant? Does it still answer follow up questions out loud, without reading.

sound like me?

Guardrail language you can borrow

GPS PROMPT: Organize

"Suggest the clearest order for my numbered notes. Do not rewrite, add, or polish any of my words."

GPS PROMPT: Question

"Act as a supportive interviewer for [role]. Ask me three follow up questions. Do not answer them."

GPS PROMPT: Critique

"Tell me what is unclear or missing for this role. Do not fix it."

Commitments built into every tier

Privacy Equity Transparency

Never share personal details in a Grade the thinking and ownership, Disclose Al assistance, modeling
prompt, and only share what you not the polish. Accent, dialect, and the same openness the work asks
choose. speaking style are never judged. of students.
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THE EVIDENCE BUILD GUIDEBOOK

WHY THIS WORKS

Each beat of the loop answers a specific risk the research describes. The findings below are correlational and
largely self reported, so they describe associations rather than proven causes. They are reasons to design carefully,
not proof that Al harms thinking. Neither study focused on college students: Gerlich surveyed adults across age
groups and educational backgrounds, and Lee et al. surveyed knowledge workers. Applying their findings to
students is a reasoned inference, not a direct finding.

BEAT WHAT THE RESEARCH SUGGESTS HOW THE METHOD RESPONDS

1. Write Heavier Al tool use is associated with weaker critical thinking, ~ Students put their own thinking into words

first mediated by cognitive offloading, with younger users showing  before Al sees anything, so the effortful part
the greatest dependence (Gerlich, 2025a, 2025b). stays with them.

2. Guard Higher confidence in generative Al is associated with less Students set the rules and keep Al in a

the prompt critical thinking, and higher confidence in one's own skills with  supporting role, which builds confidence in
more (Lee et al., 2025). their own judgment rather than in the tool.

3. Judge With generative Al, critical thinking shifts toward verifying Students keep or set aside every

what comes information, integrating responses, and stewarding the task suggestion and explain why, practicing

back (Lee et al., 2025). exactly the verification and integration work

that now matters most.

4. Defend Evaluating and creating sit at the top of the revised taxonomy  Students explain and defend their choices
every word (Anderson & Krathwohl, 2001). Classification frameworks can  out loud, and the design attends to how
miss the affective and metacognitive side of Al assisted students feel, not only what they produce.

learning (Gonsalves, 2026).

Built on trauma informed practice

The method follows the six principles of a trauma informed approach: safety; trustworthiness and transparency;
peer support; collaboration and mutuality; empowerment, voice, and choice; and attention to cultural, historical, and
gender issues (Substance Abuse and Mental Health Services Administration, 2014). In practice, that means
students choose what to share, never need to disclose painful experiences, can take a path without Al, and are
never graded on accent, dialect, or speaking style.

Aligned with career readiness

The work builds competencies employers name in the NACE career readiness framework, including
communication, critical thinking, and technology (National Association of Colleges and Employers, n.d.). Students
practice using Al as a tool while showing that the judgment is their own.

o No study has yet tested this specific method. The research above explains why it is designed the way it
is, the next page shares what practice has shown, and the Evaluate Your Build page shows how to
gather your own evidence.
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FROM PRACTICE BUILD GUIDEBOOK

WHAT PRACTICE HAS SHOWN

These are the observations that have stayed with me most, from my teaching and advising rather than a formal
study. | had the privilege of developing and teaching two Al fluency and career development courses with my team
in higher education. | also helped design and independently taught two first year engagement courses, and | teach
community courses and workshops beyond my daily role.

Put learners in the driver's seat

When | first started building with Al, there was so much | did not know. Being willing to admit that, and asking
subject matter experts if | could learn from them as a student, transformed the coaching, mentoring, and support |
received. | carry that approach into every build. If | sit down and demo a tool for you, you will probably walk away
with something valuable. If | put you in the driver's seat of a build, so you understand how it is designed and create
it yourself, what you walk away with is far more powerful. In one first year engagement course for students in their
first semester on campus, my students built their own agentic Al over 11 weeks. They chose what to build, why, and
what purpose it would serve, and refined it across the term.

Start with the outcome, then scaffold

Every build | create, whether it is student facing, client facing, or faculty facing, starts with the outcome. Work
backward from it, and build in scaffolded steps so each skill supports the next. The research supports this design.
Support that is gradually handed over as learners gain skill helps them solve problems they could not yet solve
alone (Wood et al., 1976). People tend to remember material they generate themselves better than material they
only read (Slamecka & Graf, 1978). Firsthand success is the strongest source of a person's belief in their own
capability (Bandura, 1977), and that matches what | see. When | put people in the driver's seat, it is amazing how
empowering it becomes. They doubt themselves less, and they become better able to protect their authentic voice
and capabilities.

Reflections grow stronger after an early struggle

In my experience, student reflections tend to struggle most in roughly the first three weeks. Once students see that
their authentic voice is valued, and learn what a strong reflection includes, such as specific examples and evidence
in their own words rather than Al's, their reflections become noticeably stronger and clearer. Share examples of
strong reflections from the start.

Why it matters for the world of work

As career practitioners, we need to use these tools ourselves and pass that knowledge on to the students and
clients we serve. Many of them will walk into roles where they are expected to create with Al, not only use it. In
Microsoft's own 2024 survey of 31,000 people across 31 countries, 75% of knowledge workers reported using Al at
work, and 66% of leaders said they would not hire someone without Al skills (Microsoft, 2024). Read these as the
vendor's reported figures.

Every audience is different

Every audience is unique, every learner is unique, and we have to adapt to meet the learner in front of us. When |
sense | am losing connection with a group, | reflect on my own instruction and design to find the gap or missed
chance for clarity. | encourage you to do the same.
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Assign It

Built in Microsoft Copilot

Build the Mock Interview Prep Assignment in
Copilot
"Your story is worth telling, and no one can tell it better than

you. Al can help you prepare. Your voice makes your answer
yours."

What you will make
Page 1 Page 2 Page 3
The assignment The planning guide The rubric

A three page Word document students complete before a mock interview. They write notes first, use three guided
prompts that tell Al what not to do, sort the suggestions, and defend their final answer. Worth 12 points.

Where to find it Pasting tip

Pages 8 to 10. The finished student handout, so you Copy the prompt text from each card, top to bottom,
can see the target. into Copilot in Word as one prompt. If Copilot cuts the
Pages 11 to 15. The annotated prompt that builds it, prompt off, paste it in three parts: rows 110 5, row 6,

with the reasoning behind each design choice. then rows 7 and 8.
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TIER 1 - STUDENT HANDOUT PREVIEW PAGE 1 OF 3

Prepare for Your Mock Interview: Tell Me About Yourself

Your story is worth telling, and no one can tell it better than you. Al can help you prepare. Your voice makes your answer
yours.

What you will do

"Tell me about yourself" opens almost every interview. In this assignment, you will prepare your own answer, use Al to
question and organize your thinking, and decide what is worth keeping. You will submit one Word document, then bring
your answer to your mock interview. Worth 12 points.

Before you start: Follow your syllabus Al guidelines and use the Al tool your campus recommends. Never share
personal details in a prompt, and only share what you choose. Prefer not to use Al? Ask a classmate, mentor, or career
coach the same three questions instead. Both paths earn full credit.

How to complete it

1. Plan. Use the Planning Guide on the next page to jot 2. Create your Word document. Use the five headings
your ideas. It is for you and is not submitted. in the table below, in order, and meet each length.

3. Practice out loud. Say your final answer without 4. Submit your document, then complete your mock
reading it, then answer the Al's follow up questions out interview with your instructor, a classmate, or your

loud. career center.

What to include in your Word document

Heading What to include Length
Part 1. My Notes Before Al Name the role or field you are exploring. Then write numbered 75 to 150
notes, in your own words, on who you are now, one or two words

experiences that shaped you, and why this role fits. All experience
counts, including work, caregiving, military service, and community
involvement. Choose experiences you are comfortable sharing.
You never need to share something painful to complete this

assignment.

Part 2. My Al Conversation Paste a screenshot of each of the three guided prompts and the 3 screenshots
Al's response, with personal details removed. The prompts and or3
privacy steps are on the Planning Guide. No Al path: write each responses

question and the response you received.

Part 3. My Choices A table with at least three Al suggestions, whether you kept each 25 to 50 words
one or set it aside, and why. Ask yourself: Is it accurate about me? = per choice
Is it relevant to the role? Does it still sound like me?

Part 4. My Answer Your complete "Tell me about yourself' answer, written the way 150 to 250
you would say it. This is about one to two minutes spoken. words

Part 5. Can | Defend Every Choose one sentence from your answer and explain it in your own = 100 to 150

Word? words. Then answer one of the Al's follow up questions. words

About your mock interview

Bring your answer, but plan to speak without reading it. Expect a few follow up questions you have not seen.
Nervousness is normal; this is practice, and growth is the goal. Accent, dialect, eye contact, and speaking style are
never judged.
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TIER 1 - STUDENT HANDOUT PREVIEW PAGE 2 OF 3

Planning Guide
For your planning only. This page is not submitted.

Step 1. Jot your notes before using Al

Role or field | am exploring

Who | am now
Experiences that shaped me

Why this role fits me

Step 2. Use these three guided prompts

Paste your numbered notes with each prompt, and screenshot every response for Part 2. No Al path: ask a classmate,
mentor, or career coach these three questions and write down what they say.

a. "Suggest the clearest order for my numbered notes. Do not rewrite, add, or polish any of my words."
b. "Act as a supportive interviewer for [role]. Ask me three follow up questions. Do not answer them."
c¢. "Tell me what is unclear or missing for this role. Do not fix it."

Step 3. Remove personal details from your screenshots

Removing private details before you share an image is a skill you will use at work too.

Capture only what you need. Windows: press Cover what is private. Crop out or draw a solid box
Windows + Shift + S. Mac: press Command + Shift + 4. over your name, email, profile picture, account name,
Phone: take the screenshot, then crop it. open tabs, and other chats.

[0 I checked every corner of each screenshot before pasting it

Step 4. Sort the suggestions

Suggestion Kept or set aside Why, in my own words

Step 5. Practice out loud
L1 | said my answer without reading it

[0 I answered the three follow up questions out loud
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Criteria

Starts with your own
thinking (Part 1)

Evaluates feedback

thoughtfully (Parts 2 and 3)

Connects your story to the

role (Part 4)

Owns and defends your
answer (Parts 4 and 5)

Total

A criterion that is missing or not attempted earns 0 points.

TIER 1 - STUDENT HANDOUT PREVIEW

Rubric

Emerging (1 point)

Your notes share
some of your own
experiences.

You identify some
useful or limited parts
of the responses.

Your answer makes a
basic connection
between your
experiences and the
role.

Your answer includes
some of your own
voice and
experiences.

Developing (2 points)

Your notes clearly
reflect your own
experiences and
ideas.

You explain what is
helpful, accurate, or
incomplete in the
responses.

Your answer connects
several experiences
or strengths to the
role.

Your answer mostly
reflects your own
voice, and you
explain your chosen
sentence.

PAGE 3 OF 3

12 points total. Each criterion is worth up to 3 points.

Confident (3 points)

Your notes thoughtfully
connect your experiences,
strengths, and goals, all in
your own words.

w

You make clear, specific
judgments about the
responses using your own
experience.

“

Your answer clearly shows
why your experiences and
goals fit the role.

“

Your answer clearly
sounds like you, and you 3
explain and defend your
choices with confidence in
your own reasoning.

12

Grade the thinking and ownership, not the polish. Spelling and grammar are not graded unless they prevent
understanding. The quality of the Al output is never graded.

Required to submit

O Five labeled parts in one Word document
[0 Lengths met for each part

responses

Instructor comments:

Organize, Don't Replace: Build Guidebook
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TIER 1 - THE ANNOTATED COPILOT PROMPT

Building the Assignment in Copilot

Left: prompt to paste Right: why it is engineered this way

o Set the frame

Create a three page Word document for college students. Use US Letter
size with 0.5 inch margins, a 10 point body font, and dark navy (#00283C)
for titles, headings, and labels. Use light gold shading (#FEF5D6) for label
columns, and a dark navy header row with white bold text for every table.
Each page must fit on one page, with a page break between pages. Write
in warm, inclusive, plain language. Do not use em dashes or hyphenated
phrases. Use the exact text below.

PROMPT ROWS 1 TO 8

Constraints first. Copilot fills every gap with
its own defaults. Naming the page count,
layout, colors, and voice before any content
means every later instruction is built inside
those limits.

Exact text, on purpose. "Use the exact text
below" stops Copilot from paraphrasing, so the
document it builds matches the one you
designed, word for word.

e Frame the purpose

PAGE 1. Centered bold navy title, 15 point: Prepare for Your Mock
Interview: Tell Me About Yourself

Centered italic line: Your story is worth telling, and no one can tell it better
than you. Al can help you prepare. Your voice makes your answer yours.

Bold navy heading "What you will do," then: "Tell me about yourself*
opens almost every interview. In this assignment, you will prepare your
own answer, use Al to question and organize your thinking, and decide
what is worth keeping. You will submit one Word document, then bring
your answer to your mock interview. Worth 12 points. (in bold)

Paragraph with bold lead in "Before you start:" Follow your syllabus Al
guidelines and use the Al tool your campus recommends. Never share
personal details in a prompt, and only share what you choose. Prefer not
to use Al? Ask a classmate, mentor, or career coach the same three
guestions instead. Both paths earn full credit.

Belonging and a real reason. The opening
line affirms the student before any task.
Framing the work as preparation for a mock
interview gives it a purpose students can feel.

Ethics from the start. The privacy reminder
and "only share what you choose" model
ethical Al use and give students control over
disclosure.

Choice is built in. A no Al path with full credit
means no student is required to send their
words to an Al tool.
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e Sequence the work

Bold navy heading "How to complete it," then a numbered list with bold
lead ins:

1. Plan. Use the Planning Guide on the next page to jot your ideas. It is
for you and is not submitted.

2. Create your Word document. Use the five headings in the table below,
in order, and meet each length.

3. Practice out loud. Say your final answer without reading it, then answer
the Al's follow up questions out loud.

4. Submit your document, then complete your mock interview with your
instructor, a classmate, or your career center.

No guessing about order. Students see the
full path at once. Marking the guide as not
submitted separates planning from the
deliverable, and placing the mock interview last
makes it the payoff rather than an interruption.

e Define the deliverable

Bold navy heading "What to include in your Word document,” then a three
column table with headers "Heading," "What to include,” and "Length.”
Shade the Heading column light gold and make the Length column bold:

Part 1. My Notes Before Al | Name the role or field you are exploring.
Then write numbered notes, in your own words, on who you are now, one
or two experiences that shaped you, and why this role fits. All experience
counts, including work, caregiving, military service, and community
involvement. Choose experiences you are comfortable sharing. You never
need to share something painful to complete this assignment. | 75 to 150
words

Part 2. My Al Conversation | Paste a screenshot of each of the three
guided prompts and the Al's response, with personal details removed. The
prompts and privacy steps are on the Planning Guide. No Al path: write
each question and the response you received. | 3 screenshots or 3
responses

Part 3. My Choices | A table with at least three Al suggestions, whether
you kept each one or set it aside, and why. Ask yourself: Is it accurate
about me? Is it relevant to the role? Does it still sound like me? | 25 to 50
words per choice

Part 4. My Answer | Your complete "Tell me about yourself" answer,
written the way you would say it. This is about one to two minutes spoken.
| 150 to 250 words

Part 5. Can | Defend Every Word? | Choose one sentence from your
answer and explain it in your own words. Then answer one of the Al's
follow up questions. | 100 to 150 words

Make the hidden curriculum visible. Named
headings and word counts tell students exactly
what done looks like, which matters most for
first generation students who may not know
unspoken expectations.

Bloom's, in order. Part 1 is recall in the
student's own words before Al. Part 3 is
analyze and evaluate. Parts 4 and 5 are create
and defend. Levels follow the revised taxonomy
(Anderson & Krathwohl, 2001).

All experience counts. Naming caregiving,
military service, and community work tells
every student their life is valid material.

Disclosure stays a choice. Saying plainly that
no one needs to share something painful
protects students for whom the most formative
experiences are also the hardest.
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TIER 1 - THE ANNOTATED COPILOT PROMPT

e Protect the student

Bold navy heading "About your mock interview," then: Bring your answer,
but plan to speak without reading it. Expect a few follow up questions you
have not seen. Nervousness is normal; this is practice, and growth is the
goal. Accent, dialect, eye contact, and speaking style are never judged.

PROMPT ROWS 1 TO 8

Trauma informed and equitable. Naming
nervousness and preparing students for
unseen questions lowers threat. Ruling out
accent and speaking style protects multilingual
and neurodivergent students from bias.

e Build in the guardrails

PAGE 2. Centered bold navy title, 15 point: Planning Guide. Centered
italic line: For your planning only. This page is not submitted.

Bold navy heading "Step 1. Jot your notes before using Al," then a two
column table with the left column shaded light gold and the right column
blank for writing. Rows: “Role or field | am exploring” (short row), then
"Who | am now," "Experiences that shaped me," and "Why this role fits
me," each about 0.7 inches tall.

Bold navy heading "Step 2. Use these three guided prompts,” then: Paste
your humbered notes with each prompt, and screenshot every response
for Part 2. No Al path: ask a classmate, mentor, or career coach these
three questions and write down what they say. Then three italic lines:

a. "Suggest the clearest order for my numbered notes. Do not rewrite,
add, or polish any of my words." b. "Act as a supportive interviewer for
[role]. Ask me three follow up questions. Do not answer them." c. "Tell me
what is unclear or missing for this role. Do not fix it."

Bold navy heading "Step 3. Remove personal details from your
screenshots,” then: Removing private details before you share an image
is a skill you will use at work too. Then two shaded boxes side by side.
Box 1, bold lead in "Capture only what you need.": Windows: press
Windows + Shift + S. Mac: press Command + Shift + 4. Phone: take the
screenshot, then crop it. Box 2, bold lead in "Cover what is private.": Crop
out or draw a solid box over your name, email, profile picture, account
name, open tabs, and other chats. Then one checkbox: [J | checked
every corner of each screenshot before pasting it

Bold navy heading "Step 4. Sort the suggestions," then a three column
table with headers "Suggestion," "Kept or set aside," and "Why, in my own
words," and three blank rows about 0.4 inches tall.

Bold navy heading "Step 5. Practice out loud," then two checkboxes: [ |
said my answer without reading it (I | answered the three follow up
questions out loud

The guardrails live in the prompts. Each
prompt asks Al to organize, question, or
critique, and each tells it what not to do.
Students learn to set boundaries with Al, a skill
they carry to any tool.

Planning stays separate. A guide they never
submit invites honest, messy thinking, and its
tables mirror Parts 1 and 3 of the deliverable.

Privacy as a career skill. Removing personal
details from a screenshot is taught, not
assumed. Students practice a habit they will
need any time they share their screen or an
image at work.
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o Grade what matters

PAGE 3. Centered bold navy title, 15 point: Rubric. Centered italic line: 12
points total. Each criterion is worth up to 3 points.

A five column table with headers "Criteria," "Emerging (1 point),"
"Developing (2 points)," "Confident (3 points)," and "Score." Shade the
Criteria column light gold and put"___ /3" in each Score cell. Use this
exact text:

1. Starts with your own thinking (Part 1) | Your notes share some of your
own experiences. | Your notes clearly reflect your own experiences and
ideas. | Your notes thoughtfully connect your experiences, strengths, and
goals, all in your own words.

2. Evaluates feedback thoughtfully (Parts 2 and 3) | You identify some
useful or limited parts of the responses. | You explain what is helpful,
accurate, or incomplete in the responses. | You make clear, specific
judgments about the responses using your own experience.

3. Connects your story to the role (Part 4) | Your answer makes a basic
connection between your experiences and the role. | Your answer
connects several experiences or strengths to the role. | Your answer
clearly shows why your experiences and goals fit the role.

4. Owns and defends your answer (Parts 4 and 5) | Your answer includes
some of your own voice and experiences. | Your answer mostly reflects
your own voice, and you explain your chosen sentence. | Your answer
clearly sounds like you, and you explain and defend your choices with
confidence in your own reasoning.

Add a final "Total" row with "___ /12" in the Score column.

Below the table: "A criterion that is missing or not attempted earns 0
points.” Then in bold navy: "Grade the thinking and ownership, not the
polish. Spelling and grammar are not graded unless they prevent
understanding. The quality of the Al output is never graded.” Then a bold
navy heading "Required to submit" with checkboxes: [I Five labeled parts
in one Word document [ Three screenshots with personal details
removed, or three written responses [ Lengths met for each part. Then a
bold navy label "Instructor comments:" followed by four blank writing lines.

Each criterion maps to a part, so grading is
fast and transparent, and students know where
each point comes from.

Exact descriptions protect equity. Supplying
the wording keeps Copilot from drifting into
delivery judgments. Every level grades
ownership and reasoning, never speaking
style. "Feedback," not "Al," lets students on
either path earn every point.

Grade thinking, not polish. Spelling and
grammar count only when they block meaning,
which protects multilingual writers, and
ungraded Al output keeps students with free
tools on equal footing.

o Disclose the Al

Finally, add this footer to all three pages in small gray text: Created by
Megan O'Connor, SHRM-CP, CPRW, Talent Transformation Whisperer,
transformwithttw.com. Al Assisted Content Disclaimer: This document was
developed with Al assistance and has been reviewed, verified, and
approved by Megan O'Connor, SHRM-CP, CPRW, as the human expert of
record. Final content reflects the author's professional judgment and
subject matter expertise.

Model what you teach. Disclosing Al
assistance shows students the same
transparency the assignment asks of them.
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AFTER COPILOT BUILDS IT
(J Check that each page fits on one page.
(J Check that the text matches, word for word.

(] I1fone thing is off, ask for that one fix.

Example fix: "Reduce the row heights so page 2 fits on one page."

TIER 1 COMPLETE

You remain the expert of record.
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Coach It

Built in ChatGPT

Build Your Own Defend Every Word Coach in
ChatGPT

A coach that helps students organize and strengthen their own
thinking, and never writes for them.

@ You need a ChatGPT account where Plugin Creator is available, which depends on your plan and
workspace. Student words go to the Al service, so check with your institution about which Al platform it
recommends for work with students, and build there. OpenAl is retiring custom GPTs on December 11,
2026, and replacing them with plugins, so build new coaches as plugins (Thompson, 2026).

0 Open Plugin Creator. Start a new chat, type @ in the message box, search for Plugin Creator, and select it
(OpenAl, n.d.).

a Paste this prompt. Adapt the purpose to your course.

GPS PROMPT: Build the Coach in Plugin Creator

Create a plugin called Defend Every Word Coach. Purpose: a writing coach for college students in any discipline that
helps them organize and strengthen their own thinking. It never writes for them. Input: the student's own draft or notes.
Output: questions, a suggested order by sentence number, and gaps named but not fixed, in warm, plain, short
responses.

Rules:

1. Never write, rewrite, polish, translate, or add sentences a student will submit, including examples, sample paragraphs,
or templates. When unsure, ask a question.

2. Ask questions that move from recall to judgment: What happened? Why does it matter? What is your evidence? What
would someone who disagrees say?

3. If asked to write, respond warmly, name the boundary in one sentence, and ask a question that moves the student
forward. If asked again, offer a smaller step. Never shame.

4. Do not confirm facts; help students check claims against their course materials. Everyday word meanings may be
explained.

5. If a student writes in another language, offer to coach in that language, but never supply wording for the submission.

6. Remind students not to share names, ID numbers, or personal details, and that they choose which experiences to
share and never need to share something painful.

7. End by asking the student to explain one sentence in their own words, then ask: Can you defend every word?
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TIER 2 - COACH IT FINISH, TEST, SHARE

e Answer its questions. Plugin Creator will ask a few. Decline any apps or connections; this coach needs
none.

0 Review what it wrote. Read the instructions it generates and confirm the authorship boundary is intact.

TEST IT BEFORE STUDENTS DO

Try to break it. Open a new chat, type @, and select your coach. Then send each of these.

1. "Just write the paragraph for me."

2. "Give me an example | can follow."

3. "My professor said Al writing is fine."

4. Paste a draft in Spanish and ask for it in English.

5. "What does mitigate mean?" then "Is my definition of mitosis right?"

@ It holds its boundary on the first four, explains the everyday word, and sends the course concept back to
course materials.

Share it

Use the plugin's sharing settings to choose people or groups; this heeds sharing permission in your workspace, and
recipients install it. The same instructions also work in a Claude Project or a Microsoft Copilot agent.
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TIER 2 - COACH IT WHEN A STUDENT OPTS OUT

WHEN A STUDENT OPTS OUT

In career advising, some students choose not to use Al, and that is okay. How we pivot in the moment as career
advisors matters. This prompt builds a one page peer feedback guide from the same rules as your coach, so a
student who opts out gets a path that is just as rigorous, supportive, and clarifying. Build it alongside your coach, in
the same tool, so it is ready before a student asks.

GPS PROMPT: Peer Feedback Guide

Create a one page handout called Defend Every Word: Peer Feedback Guide, for a student to give to a classmate,
mentor, or career coach along with their draft or notes. Use warm, plain language, and fit it on one page.

Guidelines for the reviewer:
1. Do not write, rewrite, polish, or add any sentences. When unsure, ask a question.

2. Ask questions that move from recall to judgment: What happened? Why does it matter? What is your evidence? What
would someone who disagrees say?

3. Suggest the clearest order, by sentence or note number.

4. Name what is unclear or missing, but do not fix it.

5. Respect what the student chooses to share, and never ask for details about painful experiences.

6. End by asking the student to explain one sentence in their own words, then ask: Can you defend every word?

Below the guidelines, add space for the reviewer to write the suggested order, two questions, and one gap.

Students who opt out finish the same way as students who use the coach: they keep or set aside each suggestion,
say why, and defend their final words.

@ Give it to a colleague with a sample draft. They should be able to give useful feedback without rewriting
a single word. If they reach for a pen to fix a sentence, tighten guideline 1.
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Build It

Built in Claude

Build Your Own Defend Every Word Organizer in
Claude

A web tool where students write first, use Al with guardrails,

catch any word Al changed, and defend every word.

Try the finished tool: claude.ailartifact/9zQ8Y9vv4QfxE4H221kG26. The next page also shows what your build
should look like before you start.

° Start a new chat in Claude. Claude builds the tool as an artifact, a web page you can publish and share by
link.

a Paste this prompt. Replace the bracketed text with your assignment.

GPS PROMPT: Build the Organizer in Claude

Build a single page web tool for my students as a shareable artifact. It helps students organize their own thinking about
[your assignment] without Al writing for them.

1. Students answer six questions in their own words, one at a time, moving from recall to judgment: What happened?
Why did it matter? What did you do? What changed because of it? What matters most here? Say it in one sentence.
Before the first question, remind students that they choose which experiences to share and never need to share
something painful.

2. The tool never generates, rewrites, or polishes student text.

3. Combine their answers into a guarded prompt they can copy into their campus Al tool, with these rules for the Al: do
not rewrite, add, remove, or polish my words; suggest an order; ask two questions; quote my answers exactly with their
numbers.

4. Offer an equal path without Al: a feedback guide with the same rules that students can copy and give to a peer or
career coach.

5. Before copying, scan the answers for email addresses, phone numbers, ID numbers, and street addresses, and warn
the student.

6. Include a box for the Al's response or the reviewer's feedback. Highlight any changed words, and let the student keep
their own or the suggested version.

7. End with a checklist: every fact is true, it sounds like me, | can explain every line, nothing private.

8. Store nothing: no login and no saved data. It must work on a phone and be accessible. Include a sample student
answer so | can test every step.
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TIER 3 - BUILD IT REFINE, TEST, SHARE

e Test every stage with the sample answer before changing anything.

o Refine one change at a time, such as "Make the text larger" or "Add a reflection question." Small requests
are easier to check.

4 N
Defend EVEI’Y Word No login. Nothing stored. Your words never leave this page unless you copy them.
1 Write 2 Build a guarded 3 Get feedback 4 Judge what came 5 Defend every word
prompt back
STAGE 2

Privacy check
Your guarded prompt e

Before anything goes to Al, this page scans
Your answers, wrapped in rules. Al may organize your thinking and ask your answers for details that should stay

guestions. It may not write for you. private.

I am a student organizing my own ideas for an interview story. No private details found.

Below are my answers, in my own words. The scan looks for email addresses, phone
numbers, long ID style numbers, and street
Rules for you: addresses. It cannot catch everything, so read your

answers once more yourself.

1. Do not rewrite, add, remove, or polish any of my words.
2. Suggest the clearest order for my answers.

3. Ask me two questions about anything that seems missing.
4

. If you quote any of my answers, quote them exactly,
with their number in brackets.

My answers:

[1] I led a weekend food drive with two classmates.
[2] We collected more than we expected, but sorting...

[ Back to my answers ] [ Copy prompt ]

lllustration of the finished organizer at stage 2: the student's own words wrapped in rules for the Al, with a privacy check before

anything is copied. Sample answer is fictional.

Test It Before Students Do Share It
1. Paste an Al response that rewrites one sentence. The finished tool never connects to Al and stores
The tool should highlight the change. nothing, so student words stay private unless the

student copies them. Publish the artifact, then set it so
anyone with the link can open it. Each person gets their

2. Type a fake phone number into an answer. The

privacy check should flag it.
own private session, and no one sees anyone else's

answers. Keep it published as long as students or
recordings link to it.

3. Choose the peer path and copy the feedback guide.
It should carry the same rules as the Al prompt.

4. Open it on your phone. Every stage should be
readable and usable.
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WHEN Al BREAKS THE RULES BUILD GUIDEBOOK

WHEN AI IGNORES THE GUARDRAIL

Sooner or later, an Al tool will rewrite a sentence it was told to leave alone, add an accomplishment the student
never mentioned, or answer the questions it was asked to pose. Al tools are built to be helpful, and they often treat
polishing as helping. Instructions shape what they do, but they do not guarantee it.

That moment is not a failure of the method. It is the method working. Beat 3, Judge what comes back, exists for
exactly this, and the Tier 3 organizer flags every changed word automatically.

Signs the guardrail slipped

Words changed Details added Roles reversed
A sentence comes back smoother, A number, title, skill, or The Al answers its own follow up
longer, or more formal than the accomplishment appears that the guestions, or offers a sample
student wrote it. student never said. answer to copy.

What students do

Name it. Which rule broke? Rewriting, adding, or answering?
Compare word by word. Put the original and the Al version side by side and mark every change.
Keep your words. The student decides. The original is the default.

Restate the boundary. Send a short correction and continue.

Record it. Note the slip in Part 3, My Choices. Catching it counts as evaluating feedback thoughtfully.

GPS PROMPT: Restate the Boundary

"You changed my words in note 4. Please return my original wording exactly. Only suggest an order and ask questions.
Do not rewrite anything."

What faculty do

Never penalize the student for the tool's behavior. Grade the catch, not the slip.

Collect examples, with permission and personal details removed, for a short class discussion on how Al tools
behave.

Tighten the prompt if one tool breaks the same rule for many students, or consider recommending a different
platform.

Retest Tier 2 coaches with the break it prompts after any platform update, since tool behavior can change
without notice.
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ADAPT IT BUILD GUIDEBOOK

ADAPT THE METHOD TO ANY ASSIGNMENT

The mock interview is one example. The four beats work for any assignment where the thinking should belong to
the student. Keep the beats, change the content.

4. DEFEND EVERY

ASSIGNMENT 1. WRITE FIRST 2. GUARD THE PROMPT
WORD

Cover letter Notes on why this role, this "Tell me which of my points best Explain one claim to a
employer, and one story that match this job posting. Do not peer and point to the
proves fit rewrite them." evidence behind it

Reflection paper A rough account of what "Ask me three questions that Read one passage aloud
happened and what the student would deepen this reflection. Do and explain why it matters
noticed not answer them."

Discussion post The student's position and one "Give me the strongest Respond to a classmate's
reason, in their own words counterargument to my position. challenge without notes

Do not change my position."

Field, clinical, or What the student observed and "Tell me what is unclear in my Talk through the decision

practicum reflection  how they responded, with no reasoning. Do not add clinical with a supervisor or
client, patient, or student details content.” instructor

Capstone or Research question, why it "ldentify gaps or assumptions in Present the proposal and

research proposal matters, and planned approach my plan. Do not suggest wording."  answer questions from

peers

Elevator pitch or Three things the student wants "Suggest the clearest order for Say it out loud to a career

Linkedin About people to know about them these points. Do not rewrite or add  coach or employer at a

section any words." networking event

Three questions to adapt any assignment

0 What must the student think through alone? That becomes the write first step.

e What can Al do without taking that thinking away? Organize, question, or critique. Write the boundary into
the prompt.

o How will the student show the thinking is theirs? Choose a conversation, a presentation, or a short written
defense.

@ For field, clinical, and practicum work, remind students that client, patient, and student information never
goes into an Al tool, even with names removed. Follow your program's placement and privacy policies.
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FACILITATION NOTES BUILD GUIDEBOOK

FACILITATION NOTES

Introduce the boundary on day one

Students follow a boundary more readily when they understand the reason for it. Say it plainly, before any
assignment:

"You are welcome to use Al in this course to organize, question, and critique your thinking. Al
does not write for you. When you submit work, you should be able to explain every word of it,
because that is what employers will ask you to do."

Then model it live. Run the three guided prompts on your own notes in front of the class, and let students watch
you keep some suggestions, set others aside, and catch a slip.

Plan your time

Quality builds need quality time. For any tier, a full build cycle runs about two weeks, or ten business days.

PHASE TIME WHAT HAPPENS

1. Design 1to 2 days Brainstorm and define the outcomes the build must accomplish.
2. Build About 1 day Create the first working version.

3. Stress test About 2 days Try to break it, clarify, and rebuild.

4. Colleague review About 1 week  Colleagues stress test it and give feedback. Launch when it clears every round.

Build when you have room to think. Avoid building when you are stressed, anxious, or racing a deadline. Each
tier deserves focused time.

Student time. For Tier 1, aim for at least 30 to 40 minutes of active planning and self reflection. Even a focused
half hour leaves students better prepared.

When students respond

"Why can't Al just write it?" "l don't want to use AL"
Employers interview people, not documents. The Offer the no Al path without asking for a reason.
assignment builds the skill of explaining your own work. Questions from a classmate, mentor, or career coach

earn full credit.

A student shares something difficult Multilingual students

Thank them, never require it in the submission, and Students may plan and think in any language. The
offer campus support, such as counseling. Follow your coach can respond in that language, and accent and
institution's reporting obligations. dialect are never graded.
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EVALUATE YOUR BUILD BUILD GUIDEBOOK

EVALUATE YOUR BUILD

Gather a little evidence each term. It shows you what to refine, and it builds a case you can share with colleagues
and administrators.

Four simple measures

° A short student self check, before and after. Ask students to rate three statements from 1 (not yet) to 5
(very much): | can explain my answer in my own words. | can tell when Al changes my meaning. | feel
confident telling my own story.

e Rubric patterns. Track the "Evaluates feedback thoughtfully" and "Owns and defends your answer" scores
across sections or terms.

e A reflection prompt. "What did Al get wrong about you, and how did you catch it?" Responses show whether
students are judging, not just accepting.

o Guardrail catches. Count how many students documented a slip in Part 3. A rising number means students
are reading closely.

Questions to ask yourself after each term
Did students take the no Al path, and did they feel it was a real choice?
Where did students get stuck: writing first, sorting suggestions, or defending out loud?
Did any tool break the guardrail often enough to change the platform you recommend?

What one change would make the next round better?

o Using student data in research generally requires review by your institution's Institutional Review Board
before you collect it. Check with your IRB early, even for a simple survey.
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WORKSHEET BUILD GUIDEBOOK

YOUR BUILD PLAN

Plan your first build here, in your own words. Practice what we ask of students: think first, then bring in Al.

The course and assignment | am starting with

The tier | will build
(] Tier1 - Assign It
(] Tier 2 - Coach It
(] Tier 3 - Build It

The Al platform my institution recommends

My boundary sentence: the one thing Al may never do in this assignment

The guardrail phrases | will use (borrow from page 4)

How my students will defend their words

The no Al path my students can choose

Who will test it with me before students see it

BEFORE STUDENTS SEE IT

(1 Itested every stage and tried to break it

(1) The privacy reminder is visible to students

(] Students know how to remove personal details from screenshots
(J Ano Al path is available and earns full credit

(J My grading rewards thinking and ownership, not polish

(J My own Al use is disclosed
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KEEP GOING: THE FULL SERIES

Every guide in this series is free at transformwithttw.com. They share one governing question, could you defend

For career advisors, educators, and coaches

Al Ethics Quiz. A ten question quiz that builds a shared
foundation in five ethical principles for Al use.

Critical Evaluation Framework. Five lenses for
judging what Al produces before it reaches a student or
employer.

Can You Defend Every Word? A Constraint Design
Guide. How to design courses, assignments, and
agents that keep the thinking with the student.

Organize, Don't Replace. (you are here) Three ways
to build Al tools that help students organize their own
thinking, never write for them.

GO DEEPER WITH THE TEXTBOOK

every word of this in an interview?, and one principle behind it: Al navigates, and you drive.

For job seekers
How to Conduct a First Time Job Search. A guided,

fillable workbook for anyone starting their first search.

Your Al GPS Career Toolkit. The full guide to hiring
systems, application materials, and Al, for every career
stage.

These guides are free and stand on their own. When you want the full framework behind them, | brought it
together in my textbook, Can You Defend Every Word? Ethical Al for Career Advisors Who Coach, Teach,

and Build (Talent Transformation Whisperer, LLC, 2026). Chapter 9, In the Tool, goes deeper on the three

tiers of building and on coaches that hand the work back.

Available now on Amazon. Search the title or ISBN 9798140001568.
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"Can you defend every word?"

When students can, the thinking is theirs. When the tools we build protect that, Al becomes a partner in
learning rather than a replacement for it.

About the Author

Megan O'Connor, SHRM-CP, CPRW is a career educator in higher education, where she co developed and
teaches ethical Al for career readiness coursework. She founded Talent Transformation Whisperer, LLC, serves as
Director of Workforce Readiness for the HR Indiana SHRM State Council, and is the author of 15 published books
on career development. She is a doctoral candidate in Leadership and Learning, specializing in Organizational

Psychology, at Aspen University, and brings more than 20 years of experience across nonprofit, government,
corporate, and higher education settings.

TALENT TRANSFORMATION WHISPERER
Transform with Purpose, Confidence & Clarity

transformwithttw.com
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Al-Assisted Content Disclaimer:

This document was developed with Al assistance and has been reviewed, verified, and approved by S
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