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About This Guide
This guide is an outline for extemporaneous delivery, not a script. Each section gives you the purpose of the segment, the key moves to make, and speaker notes structured as prompts rather than sentences to read aloud. Times are targets, not deadlines; the live demo is the most flexible block.
The workshop is designed so that faculty leave with three things: a conceptual understanding of what Claude Projects make possible, a reference they can use independently, and enough enthusiasm to schedule a 1-on-1 consultation. Keep those three outcomes in view when you make in-the-moment decisions about pacing.

Room and Tech Setup
Complete before participants arrive.

What you need open
1. Browser tab: claude.ai logged into your account with the EDUT 6305 project ready
1. Browser tab: the 2019 EDUT 6305 syllabus (for the syllabus revision demo)
1. Browser tab: a Canvas course page showing a finished HTML page you built
1. Slide deck open in presentation mode, advanced to slide 1
1. Zoom or Teams open if hybrid; confirm remote participants can see your screen

What participants need
1. A claude.ai account (free tier is sufficient; send the setup link in advance)
1. Access to the handout and prompt bank, either printed or shared digitally

Hybrid considerations
1. Designate someone on-site to monitor the chat for remote questions
1. Confirm screen share resolution is readable for remote participants before starting
1. The live demo works better with your browser zoomed in; test at 125% beforehand

Timing at a Glance

	Time
	Segment

	0:00 - 0:10
	Interface orientation and what Projects are

	0:10 - 0:25
	Setting up a course project: instructions, files, and markup

	0:25 - 0:45
	Live demo (EDUT 6305) and Priyank's Assignment Redesign Tool

	0:45 - 0:55
	Canvas HTML pages and in-term use cases

	0:55 - 1:00
	Close, evaluation, and 1-on-1 invitations



Segment 1: Interface Orientation and What Projects Are  (0:00 - 0:10)
Purpose
Give everyone a shared mental model before anything else happens. Faculty who have never opened Claude and those who use it daily need to leave this segment knowing exactly what a Project is and why it is different from a regular conversation.

Slides
1. Slide 1 (Title) is already visible as people arrive.
1. Advance to Slide 2 (Agenda) to open the session.
1. Advance to Slide 3 (What Is a Claude Project?) for the conceptual framing.

Opening move
Welcome the group without a long preamble. Acknowledge the range of familiarity in the room (novice to moderate user) and frame the workshop as a demonstration of how you actually use Claude in your own teaching, not a vendor pitch or a policy position.
	
	Opening framing (Slide 2)
1. 60 minutes, hybrid, no attendance requirement to participate in a 1-on-1 afterward
1. I am not here to argue you should use Claude. I am here to show you how I use it and let you decide what is useful.
1. By the end: conceptual understanding, a reference you can take home, and an open door for a follow-up conversation




The Projects concept (Slide 3)
Walk the two-column comparison. The goal is a single, sticky idea: a Project is a persistent workspace that remembers context, holds documents, and applies custom instructions to every conversation. A regular conversation forgets everything when you close the tab.
	
	Key framing points
1. Think of it as a long-term collaborator, not a search engine
1. The documents you load shape the quality of every subsequent conversation
1. This is what makes it useful for course work over a semester, not just a one-off question



If questions arise about data privacy or institutional access, acknowledge them briefly and note that the handout includes a comparison section. Return to the throughline.

▶  Advance to Slide 4. Let's look at what you actually build when you set one up.

Segment 2: Setting Up a Course Project  (0:10 - 0:25)
Purpose
Make the setup process feel concrete and achievable. Faculty should leave this segment knowing exactly what to load into a project and what to write in the custom instructions field. This is the segment most likely to generate questions, so build in a beat for them.

Slides
1. Slide 4 (Three Components) drives this segment.
1. Consider switching to a live browser demo here to show the actual interface.

Three components walkthrough (Slide 4)
Move through the three cards in order: custom instructions, project files, markdown formatting. For each one, give the concept and an immediate example from your own project.

	
	Custom Instructions
1. This is the first thing you write when you create a project
1. Tell Claude: who you are, what the course is, what values should shape every response
1. Example from EDUT 6305: 'This is a graduate seminar with five students pursuing the CA administrative credential. Favor the less-is-more principle when structuring session plans. Do not substitute AI judgment for faculty judgment on student assessment.'
1. These instructions are active in every conversation within the project, so you do not have to re-explain context



	
	Project Files
1. Upload the syllabus, rubrics, assignment sheets, key readings, prior student feedback summaries
1. Claude reads these in context when you ask a question, which means it can evaluate work against your actual standards, not generic ones
1. In EDUT 6305: I uploaded the original 2019 syllabus, the CAPE standards document, and a synthesis note from EDUT 6304 documenting what worked and what did not
1. The synthesis document is what allowed Claude to flag an overloaded session plan by citing a parallel failure in the previous course



	
	[bookmark: OLE_LINK7]Markdown Formatting
1. Formatting your custom instructions with Markdown — headers, bold text, bullet points — helps Claude parse what matters most and produces more consistent responses across conversations 
1. You do not need to know Markdown to use it: you can ask Claude to take your plain-prose instructions and reformat them in Markdown, and it will do so immediately 
1. The most useful moves are simple: a bold header for each major section, bullets for lists of constraints or values, and a short bold label for anything Claude should treat as non-negotiable 
1. Reference the handout for a before/after example; faculty who try this in their first project typically notice the difference right away




Live interface moment
If time allows, open the claude.ai interface and show where the Project settings panel lives: the custom instructions field, the file upload area, and how to start a new conversation within a project. Keep this brief; the full demo comes next.
Pause here for questions. Faculty often want to know about student data, whether project files are private, and how to think about what to upload. Take two or three questions and redirect the rest to the handout or a 1-on-1.

▶  Advance to Slide 5. Now I want to show you a real project rather than describe one.

[bookmark: OLE_LINK6]Segment 3: Live Demo and Assignment Redesign Tool  (0:25 - 0:45)
Purpose
This is the center of the workshop. The goal is not to impress; it is to make the work legible. Faculty should see themselves in the examples and leave with a sense of what their own first project might look like. The Assignment Redesign Tool demo should land as an example of faculty agency, not AI prescription.

Slide 5: Live Demo anchor
Use this slide to frame the four things you will show, in order: syllabus revision, Canvas pages, the chatbot, and the overloaded session. Explain that the order is not random; it moves from document work through course infrastructure to pedagogical tool design to a case where the project knew the course well enough to push back.
	
	Framing the arc
1. Syllabus revision: I gave Claude the 2019 syllabus and my current constraints and asked it to help me rebuild it
1. Canvas pages: once the syllabus existed, I generated structured HTML for course pages directly from it
1. Chatbot: the guest speaker problem led to something more pedagogically interesting than a guest speaker
1. Overloaded session: by this point the project knew the course well enough to recognize a recurring mistake




Demo 1: Syllabus Revision
Open the EDUT 6305 project. Show the original 2019 syllabus (uploaded as a project file) and the conversation where you asked Claude to help revise it. Walk through one or two specific decisions: what was preserved, what was rebuilt, and why. https://claude.ai/chat/66909ebf-8e36-4213-a4be-3f62cd8e2909
	
	What to emphasize
1. Claude is comparing the old document against your stated current constraints, not generating a generic syllabus 
1. You are making every decision; Claude is surfacing options and flagging tensions
1. The output is a starting point for your judgment, not a finished product
1. Point out how I closed conversation by asking for markdown summary to open a new conversation (Demo 2)




Demo 2: Canvas Pages
Show a finished Canvas page you built using the project. Then show the conversation that produced it: the prompt, the HTML output, and the paste step. This demo is quick and visual; it lands well.
https://claude.ai/chat/44fa3787-da5a-4283-8662-df83da759556 
	
	What to emphasize
1. The source material is the syllabus and course documents already in the project
1. The prompt is simple; the quality comes from the context, not the prompt engineering
1. Faculty who find Canvas formatting tedious will recognize the value immediately




Demo 3: Difficult Conversations Chatbot 
(same conversation as above)
Show the chatbot persona instructions in the project and, if possible, a brief live interaction using voice mode on your phone. The voice-mode debugging story is the most memorable moment in this demo: the stage directions being read aloud is a failure the audience will find both funny and instructive.
	
	What to emphasize
1. The chatbot offers something a human guest speaker cannot: repeatability and comparison
1. Students practiced the same scenario multiple times and compared AI responses to peer responses
1. The debugging story illustrates the iterative relationship: notice a classroom failure, return to the project, diagnose, fix




Demo 4: Overloaded Session
Show the conversation where you submitted an overloaded Session 5 agenda and the project flagged it, citing the EDUT 6304 synthesis document. This is the payoff for the institutional memory concept introduced in Segment 2.
https://claude.ai/chat/f54fd76e-1742-4679-b077-0d42dd3959dd 
	
	What to emphasize
1. This only works because the synthesis document was uploaded at the start
1. The project is not being contrarian; it is applying your own documented learning back to you
1. Faculty who load their own post-course reflections will get this same affordance




Slide 6: Four Examples (optional reference)
You may choose to display Slide 6 during the demo or skip directly to the Assignment Redesign Tool. It works well as a summary after all four demos if you want a moment for questions before moving on.

Priyank's Assignment Redesign Tool (Slide 8)
Introduce the tool briefly before showing it. Frame it as a faculty-built resource grounded in Backward Design, Universal Design for Learning, and TILT, developed by Priyank as part of his work supporting AI integration at Mills.
	
	Key framing
1. The tool offers three pathways for any assignment: AI-resistant, AI-integrated, and process-focused
1. The point is not to tell faculty what to do; it is to make the options concrete so the decision is an informed one
1. Faculty who are skeptical of AI can use it to design more rigorously AI-resistant work; faculty who want to integrate AI have a structured way to do that



Live demo of the tool if time permits. If running long, describe it and point to the handout.

▶  Advance to Slide 9. Let me show you one more category of use before we close.

Segment 4: Canvas Pages and In-Term Uses  (0:45 - 0:55)
Purpose
Show the breadth of what is possible without spending time demoing each one. This segment is explicitly framed as a glimpse, not a tutorial. The goal is to plant seeds for the 1-on-1 consultations.

Slide 9: Four use cases
Walk the four cards briefly. For each one, say one sentence about the use case and one sentence about who it is most useful for. You do not need to demo these; the demos in Segment 3 have already established credibility.
	
	One-sentence framing per use case
1. Canvas HTML pages: for anyone who finds Canvas formatting a chore, this is where faculty tend to see the most immediate practical value.
1. Discussion prompts: useful for courses where the readings change each semester and prompts need to be regenerated
1. Rubric drafting: start with a description of what you are assessing and refine iteratively; the project knows your course goals
1. Mid-course reflection: upload anonymized student response patterns and ask Claude to identify where the course is underserving learners




This segment is the most cuttable if you are running behind. The four use cases will be in the handout; what matters is that faculty know these exist.

▶  Advance to Slide 10. We have about five minutes.

Segment 5: Close  (0:55 - 1:00)
Purpose
Leave the room with forward momentum. The evaluation is brief. The 1-on-1 invitation is the most important ask you will make; do not rush past it.

Slide 10: What comes next
	
	Closing moves
1. Remind participants what they are leaving with: the slide deck, a step-by-step reference handout, and the prompt bank
1. Name the 1-on-1 explicitly: 'If anything you saw today felt relevant to your course, I want to talk with you about your specific context. That is where the most useful work happens.'
1. AI in the Academy Salon reconvenes Spring 2026 for ongoing dialogue, not just skills
1. For those with reservations: those conversations are exactly the ones I want to have




Evaluation
Direct participants to the evaluation form (link or paper). Keep it to two or three questions maximum; you want completion, not comprehensive data.
Suggested questions: What was most useful? What would you want to explore in a 1-on-1? Any concerns you want to flag?

Contingency Notes

If the live demo fails or Claude is slow
Have screenshots of key conversation moments saved locally. The conceptual points do not depend on a live connection; you can narrate from the screenshots and the four-example grid on Slide 6.

If the group is heavily skeptical or resistant
Do not defend AI adoption. Name the skepticism as legitimate and pivot: the syllabus revision and Canvas page examples tend to resonate even with resistant faculty because they address administrative burden rather than intellectual work. The Assignment Redesign Tool's AI-resistant pathway is specifically designed for faculty who want to design against AI.

If the group wants to go deep on one thing
The chatbot and overloaded session examples tend to generate the most conversation. If the room gets absorbed in one of them, let it run a few extra minutes and cut the Canvas in-term segment. The handout covers everything.

If you are running significantly behind
1. Segment 4 (Canvas in-term uses) is the first to cut or compress
1. Combine Slides 5 and 6 into a single narrated walkthrough without the live demo
1. The close (Segment 5) should never be cut below two minutes; the 1-on-1 invitation is the whole point

Appendix: Anticipated Questions

On data privacy and student information
Northeastern has an enterprise agreement with Anthropic. Conversations within that agreement are not used to train Claude models and are not accessible to Anthropic for commercial purposes. Do not upload identifiable student work without anonymizing it first. The handout includes a brief note on this.

On Claude vs. ChatGPT vs. NotebookLM
The handout has a brief comparison. In the session, the shortest answer is: Claude Projects offer persistent context and custom instructions in a way that is particularly well suited to course-long work. For one-off tasks, the differences matter less. For a semester-long collaboration with a single course, they matter a lot.

On academic integrity
This is a pedagogical decision, not a platform decision. The Assignment Redesign Tool exists precisely to give faculty structured options for thinking through where AI fits and where it does not in their assignments. The point of the workshop is not to advocate for integration; it is to make informed choice possible.

On the environmental cost of AI
This is a legitimate concern and worth taking seriously rather than dismissing. The honest answer is that the energy footprint of large language models is significant and not fully transparent. Faculty who hold this concern are right to hold it. The question of whether the pedagogical value justifies the cost is one each person has to work out for themselves. Do not try to resolve it in the session.

On whether Claude can replace faculty judgment
It cannot and should not. The examples in the demo are deliberate about this: Claude generates options, flags tensions, and produces drafts. Every consequential decision in the examples shown is made by the instructor. That is not a limitation to apologize for; it is the design principle.

