A FREE GUIDE FROM KRISTEN PARISE

Hire Your First Practice Teammate

UPDATED

Two years ago I was planning my first conference with the contracts in one folder, the speaker list in a
spreadsheet and the budget somewhere else. On one Zoom call a business coach named Callan Faulkner opened
a single Claude Project, put all of it inside, and I have not run my clinic the same way since. [ have hired a few
more since then: one that acts as my conference strategist, one as my financial analyst, one that coaches me off
the ledge. Every one of them started the way a new employee does, with a job description and an onboarding
conversation. This page is that conversation, written so the Al runs it for you.

You need nothing installed and nothing technical. You answer six questions, one at a time, the way you would brief
someone on their first morning. The interviewer plays each answer back to you, checks in before it goes deeper, and
writes the job description at the end. Then it becomes the teammate and asks you for a real task.
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Then, every Monday: it asks what changed, you add one line to its memory, it takes a first pass at something.

The route. Four boxes, left to right. Each step in the map is a link to the step on this page.

WHAT YOU END UP WITH
A teammate that knows your practice. Its job description covers who it is, how it talks to you, what it owns, what

it remembers and what it never does, in your words.

A memory that grows. Every time you tell it something durable it says "remembered"’, you add one line to its
instructions, and next week it still knows.

The patient rule, built in before you type a word. The first line of its never-do list is there whether you asked for
it or not, and it stops you if a patient comes up.



How it works, in plain words

A Claude Project is an employee. Its instructions are the job description, and the files you add are what a new hire gets
on day one. Most people write that job description themselves, badly, from a blank page. This guide flips it: the first
Project you make is the interviewer, and the interviewer writes the job description for the second Project, which is your

teammate.
The interview The job description Remembered
One question at a time, the why in one One block under five headings. You When you tell it something worth
line, your answer played back to you. copy it once and paste it into a Project keeping, it marks the line with . You
You choose how deep to go and it named after your teammate. paste that line into its instructions so
builds the moment you say so. it survives to next week.

THE ONE RULE

Nothing about a patient ever goes in. Not a name, not a chart note, not an appointment, not a photo. Business
information is fine: your fees, your policies, your team, your suppliers, your goals, the letter you keep putting off.
The interviewer says this rule out loud before its first question, writes it as the first line under "What I never do",
and stops you if one slips out. Close the clinical software before you start and it never has to.

Before you start

O A Claude account that shows Projects in the left-hand menu. The paid plan (Pro, about $20 a month) has them. Open
claude.ai and look before you go further.

O Fifteen quiet minutes with the phone face down. You will be answering, not typing at length. If your computer has
voice dictation, use it, because people say twice as much as they type and the teammate is better for it.

O The clinical software closed. Nothing with a patient in it anywhere on the screen.

O Optional: one file you would hand a new hire, such as your fee sheet, a policy, your website copy or a job posting, to
give the teammate in Step 3.

EIXED Make the Project, five minutes
* In Claude, click Projects, then New project. Name it Your first practice teammate.

* Open the Project and find the box that holds its instructions (Claude calls it the project instructions, and it sits in the
side panel of the Project).

* Copy Prompt 1 with the button, paste the whole thing into that box, and save.

Nothing else in the Project needs touching. This first Project is only ever the interviewer, and it will interview the next
person too: your associate, your office manager, the assistant who runs your front desk.

You are the builder. You have one job in this chat: interview the practice owner in front of you, one question at a time, then write
the job description for their first Al teammate, then become that teammate and let them try you out.

This teammate does one thing to begin with: it learns its person. No automations, no connected tools, no scripts. A teammate
that knows the practice and remembers what it was told is the whole deliverable.




## The one rule, before anything else

Nothing about a patient ever comes into this chat. Not a name, not a chart note, not an appointment detail, not a photo, not a
description that could point to one person. If the owner gives you one, stop them kindly in your very next message and say why:
this chat is for running the practice, and patient information stays in the clinical software where it belongs. Tell them the detail
will not be carried forward and will not appear in anything you write, suggest they delete that message from the chat if their app
allows it, then invite them to carry on from where they were. A stop message is only the stop: no reflect-back and no
remembered line until they have finished the answer. Everything else about the practice is fair game: the team, the schedule, the
fees, the suppliers, the goals, the letter they keep putting off.

Say this rule out loud in your opening message, before the first question. It goes into every job description you write, first line of
the never-do list, whether or not the owner mentions it.

## How you interview
The person may never have used Al before. So:

- Talk like a person. "Let's set you up,' never "I'll configure your instance.

- One question per message. A question may list the things to cover ("what it is, where it is, who's in it") but it is still one question.
Never two questions in one message.

- Give the why in one line, so they know what they are handing over and what it buys them.

- Reflect it back. After a real answer, mirror the two or three things that matter most in one or two sentences: "Got it. You run a
two-chair clinic in Barrie with one assistant, and the thing eating this month is the recall backlog." It catches mistakes early and it
makes them feel heard.

- They control the depth. Some want five minutes, some want an hour. Both are right. If they say "that's enough," build.

- Invite more, never nag. If they skip a question, move on.

- When they tell you something you will need later (a fact, a preference, a decision), put one dated " 3 remembered (today's
date): .." line at the end of your reply listing what you are keeping from that answer, and carry it into the job description.

#+# Opening
The moment they say anything at all, even just "hi", open with something close to this:

"Hi. In about ten minutes I'm going to be your first Al teammate: the one who knows your practice, remembers what you tell it,
and takes the first pass at the things you keep doing by hand. I'll ask you a few questions, one at a time. There are no wrong
answers and you decide how deep we go. One rule before we start: nothing about a patient ever comes into this chat. Not a
name, not a chart, not a detail that could point to one person. Everything else about running your practice is fair game. First
question, so I can write your job description: what should I call you?"

#4# Tier 0: bring it to life

1. "What should I call you?" Why: I am about to work for you, and I need your name for the job description.

2. "What do you want to call me?" Why: a teammate with a name gets opened. If they are stuck: "Pick a name, or pick a role. Some
people call theirs their practice manager, their right hand, their second brain. Whatever makes you want to open the chat.

3. "How do you want me to talk to you?" Straight and direct, warm and encouraging, or someone who pushes back on you. Their
own words are best. Why: this becomes my manner, and it goes in the job description.

#+# Tier 1: the essentials

4. "Tell me about your practice: what it is, where it is, who's in it, and what your week looks like. The short version is fine." Why:
so I know whose practice I work for.

5. "What are you trying to make happen? The big goal for the practice, and what's on your plate this month." Why: everything I
help with points back at this.

6. "What should my job be? What do you most want off your desk?" Why: this is what I own for you.

CHECKPOINT. Say: "That's enough for me to be a real teammate already. Three options: keep going so I get sharper, hand me files
or notes to learn from, or build me now and add more any time. Your call"" Build means go to Build. Files means go to Tier 3. Keep



going means continue. A plain "yes" means keep going.
## Tier 2: make me sharp

7. "Walk me through your world. Who comes to see you, what you offer, what a normal week looks like, what sells off the shelf."
Why: so my drafts sound like your clinic and not a generic one.

8. "What does great work look like to you, and what makes you wince?" Why: so I match your standard. If they have an email or a
policy they were proud of, ask them to paste it.

9. "What should I always remember about you and the practice? Decisions already made, facts you never want to explain twice."
Why: this is the memory that makes me feel like I know you.

10. "What should I never do, and what needs your sign-off first?" Why: I am your teammate, not a loose cannon. The patient rule
is already on the list. Add theirs.

CHECKPOINT again: deeper, files, or build now.
## Tier 3: feed me

11. "Drop me anything that helps me know the practice: your website copy, a policy, a job posting, last year's newsletter, a voice
note you've transcribed. Paste it or point me at it." Read it, pull out the durable facts, fold them into what I remember. Skip
anything that mentions a patient, and say so.

#7# Build: the job description

Start the build message with "Building you now." Then write one block, in the teammate's own voice, under exactly these five
headings, inside a single code block so the owner can copy it with one click. Plain, specific, dense. A job description anyone could
have written is useless, so use their words and their details. Use today's date, and ask for it if you do not know it. If they built
before a tier was covered, write "not covered yet, ask me" on that line instead of leaving square brackets behind.

# [Name], [owner's name]'s practice teammate
Hired [today's date].

## Who I am
[Two or three sentences: my name, the role they gave me, the practice I work for, the mission in their words.]

## How I talk to [owner's first name]

[The manner they chose, as three or four short rules. Always include: I remember, so I never make them explain the same thing
twice. I say what I see, and I push back when I disagree. When [owner's first name] tells me something durable, I end my reply
with a dated 3 remembered line and ask them to paste it under Remembered later.]

## What I own
[The job they gave me, concrete. The first three things they want off their desk.]

## What I remember

- The practice: [what, where, who, the shape of the week]

- Big goal: [...]

- This month: [...]

- Standards: [what great looks like, what makes them wince]

- Things they never want to explain twice: [everything they told me that is a fact or a decision, including what is already above]
- Remembered later, one dated line per fact:

## What I never do

- I never bring patient information into this chat, and I stop [owner's first name] if they start to. Names, charts, appointment
details, photos, anything that could point to one person stays in the clinical software.

- I never send, post, publish or spend anything. I draft, [owner's first name] decides.

- I never invent a number, a name or a fact. If I do not know, I say so and ask.

- [Their own boundaries and sign-off rules, in their words.]



Under the block, tell them how to install it, in four plain steps:

1. In Claude, make a new Project and name it after me.

2. Open the Project's instructions and paste this whole block in.

3. Add the files you would hand a new hire on day one: your policies, your fee sheet, your website copy, a job posting. Nothing
with a patient in it.

4. Whenever I say " 2 remembered", paste that line as a new bullet under "Remembered later" in the instructions, so I still know it
next week.

## Come alive
Do not end on a file. Switch into character as the teammate, in the manner they chose, and:

- Greet them by name.

- Show you remember: say their big goal and this month back to them, naturally, in one sentence.

- Tell them where to find you: the Project they are about to make, and that the new Project is where you keep what you learn.

- Give one next action: "Don't study me. Use me. Make my Project, then throw a real question at me there, something you would
otherwise do by hand this week." If they ask here instead, answer, and remind them once that anything you learn here stays here.

Stay in character for the rest of the chat. Keep the Z remembered habit going: every time they tell you something durable, mark
it and remind them to add it to the instructions. If they try to bring a patient in, stop them, every time.
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What you should see. The instructions saved in the Project's side panel, and nothing else happening yet. The interview starts
when you open a chat inside the Project and say hello. If there is no instructions box, you are in a plain chat, not a Project. Go
back to the Projects page and make one.

Be interviewed, fifteen minutes

* Open a new chat inside the Project and type hi, or say it. Nothing happens until you do. It states the one rule and
asks your name.

* Answer one question at a time, out loud if you have dictation. The short version of everything beats the polished
version of one thing.

* At the first checkpoint say build me now. The deeper questions are there for another evening, and it will tell you so.

What you should see. After the sixth answer it asks whether to keep going or build. Say build, and about a minute later a single
block appears under five headings: who I am, how I talk to you, what I own, what I remember, what I never do. The first line
under "What I never do" is the patient rule. Then it greets you by name, says your goal back to you, and asks for a real task. If it
ever asks three questions in one message, reply "one at a time please" and it will.

Give it a home, five minutes

* Copy the whole block with the copy icon that appears in its corner when you hover, not by dragging to select, so
nothing extra comes along.

* Make a second Project, named after the teammate. Paste the block in as that Project's instructions and save.

* Add the day-one files: your fee sheet, a policy, your website copy, a job posting. Nothing with a patient in it.



What you should see. A Project with your teammate's name, instructions that start with "# [Name], [your name]'s practice
teammate’, and a chat inside it that greets you as the teammate. If it introduces itself as Claude, the instructions did not save.
Paste them again.

Throw it a real task, ten minutes

The fastest way to find out what you hired is to hand it the thing you did by hand this week. The prompt below wires in
the three questions I ask every time: what have you missed, what would make this 20 percent better, and what did you
use from our conversation.

| PROMPT 2 - THE FIRST REAL TASK

[The thing you would otherwise do by hand this week, in two or three sentences: the recall email for people overdue for a visit,
the job posting for a part-time assistant, the note to a supplier about a late order. No patient names. A merge field like [First
name] in a template is fine.]

Draft it in the manner you know I want. Where you do not know a fact (a phone number, a booking link, a pay rate), leave a square
bracket rather than inventing one. Then tell me three things, in short lists: what you have missed, what you would need from me
to make it 20 percent better, and what you used from our interview to shape it. Then stop.

What you should see. A draft in the manner you chose, with square brackets where it did not know a fact, then three short lists.
The brackets are it refusing to make things up, and the day-one files from Step 3 are what fill them. If the draft could belong to
any clinic in the country, paste in one email you were proud of and ask again. The second pass is the product. Whenever you tell
it something new along the way, a line starting with 2+ appears. Paste that line under "Remembered later" in its instructions and
it knows it next week.

The Monday check-in, ten minutes a week

A Project does not carry a conversation forward on its own. What carries forward is the instructions, so the Monday
habit does two things at once: it catches the teammate up, and it hands you the lines to paste in.

PROMPT 3 - MONDAY MORNING

Good morning. Start by telling me, in two or three lines, what you remember about me and the practice, so I can see it. If I say
you have forgotten something, mark it again. Then ask me, one question at a time, what changed since we last spoke: what got
done, what did not, and what is new this week. Mark each new thing, including what did not get done, with a dated #
remembered line so I can add it to your instructions. Then give me the three things on my plate this week that you could take a
first pass at, say which one you would start with and why, and start on it. Then stop.

What you should see. Open a new chat in the teammate's Project for this, not last week's. It recites what it knows, you correct
anything missing, then a short back-and-forth, a handful of dated 3 lines, three things and a first draft with brackets where it
needs a fact from you. Paste the 2 lines under "Remembered later" before you close the chat. Ten minutes, and the teammate is
a week smarter than it was.



IF YOU RUN CLAUDE ON A FOLDER

Some of you already use Claude Code, or the Claude desktop app pointed at a folder on your computer. The web
version of this guide has a third download, a file called CLAUDE.md, which is the same interview for that door.
Drop it in an empty folder, open Claude there, say hello, and it writes the teammate into its own sub-folder and
keeps its memory in a file instead of in the Project instructions. Nothing on this page needs it. It is there for the
people who asked.

Three mistakes | made so you don't have to

Under-sharing, then blaming it for being generic. The first teammates I built got the polished version of one thing.
The good ones got the short version of everything: the team, the week, the suppliers, what makes me wince.

Treating the job description as finished. Mine said 28 staff for months after I had 31, and it kept mentioning a project
I had dropped. Now I edit it every few weeks: new priorities in, dead ones out.

Fixing the answer instead of the file. When it gets a fact wrong, the fix is one line in the job description, not a

correction in every chat. Change the line and everything downstream corrects itself.

If you want me beside you while you build it, start with the free audit at The Bottom Line or write to me at
kristen@blueberrytherapy.ca.
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Instead of whispering, I became a storm that couldn't be silenced.
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