Al Primer:
A Guide for Rural Health Networks

A Practical Starter Guide for Administrative and Operations Teams

Why This Guide Now

Working in rural health administration or operations, your team is probably juggling
more than it has time to comfortably manage—grant requirements, partner coordination,
reporting, board updates, staff communication, policy changes, and day-to-day program
operations. This guide is written for that reality.

?

This guide addresses the practical application of artificial intelligence (Al). It focuses on
a simple question: where can Al support real administrative and operational work
without creating more confusion, risk, or hype than value?

This guide does not focus on clinical decision-making. It focuses on Al uses for low-risk, high-utility tasks that
many rural health teams already do every week, such as reviewing funding and policy information, turning
datainto clear and compelling stories, converting meeting discussions into action, and reducing avoidable work-
force strain. The purpose of this guide is to make routine tasks easier and free up time for the human-centered
work that matters most.

Start Safely: Four Simple Ground Rules

1 2 3 4
Use approved tools Do not enter protected, Use Al as afirst draft, Start with one low-
and follow local identifying, or sensitive not the final word. risk, repeatable task.
policy. information unless that Al can help organize, Do not try to redesign

Before using Al for work,
check your organization’s
policies and approved
tools. Use only Al tools
your organization has
approved. If your orga-
nization has rules about
what can or cannot be
entered into a public
chatbot or web-based
tool, follow them.

use is explicitly
approved.

If a task involves patient
details, employee infor-
mation, financial data, or
other sensitive content,
proceed with caution. In
many cases, you can still
use Al if you first remove
identifiers, summarize the
issue at a higher level, or
work from a de-identified
version of the material.

summarize, and draft,
but it can also make
mistakes. Always verify
information that will
guide human deci-
sion-making or be shared
externally, such as dates,
requirements, citations,
numbers, and other
factual details.

your whole workflow in
one week. Pick one task
you do often, test Al

on a safe version of it,
and evaluate whether
it adds value. Starting
small is the best way

to build confidence

and develop effective
practices.
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A Simple First Step: Find a Pain Point, Not a Perfect Use Case

If you are new to using Al for work, do not worry about choosing the “right” task on the first try. Instead,
start with something in your job that feels repetitive, frustrating, time-consuming, or mentally draining. It
might be a task you do every week, work you keep putting off, something that takes longer than it should

In other words,
start where the
FRICTION IS.

because you start from scratch each time, or a task that requires frequent follow-up, cleanup, or rewriting.

COMMUON PAIN POINT 1:

For many rural health networks, one of the most
time-consuming parts of the job is staying on top of
funding notices, requirements, deadlines, report-
ing expectations, and policy changes that affect
how services operate. Al can quickly turn long,
dense text into a concise, easy-to-digest working
summary.

What Al can help with: summarizing a Notice of
Funding Opportunity or guidance document in plain
language, pulling out due dates and required attach-
ments, organizing decision points for leadership,
comparing a new opportunity to current network
activities, and drafting a short internal memo or
checklist for staff follow-up.

Sample prompt:

Funding, Compliance, and Policy Tracking

How to do it—Use this simple sequence:

Paste in or upload the funding notice, policy
update, or guidance document using an approved
tool.

Ask for a plain-language summary written for a
rural health network operations team.

Ask for a checklist of deadlines, deliverables,
required attachments, and open questions.

Ask Al to identify anything that may require legal,
compliance, leadership, or finance review.

Review the original document to verify dates,
rules, and citations before using the output.

“Summarize this funding notice for a rural health network administrative team. List the
key deadlines, required attachments, eligibility requirements, and follow-up questions
we should answer before deciding whether to apply.”

Al may miss fine print or misstate a requirement. Treat its output as a working draft, not
Watch out for: . .. . . .
a compliance determination. The original document is always the authority.

COMMUON PAIN POINT 2:

and Funders

Rural health networks often have more data than
time. Teams may be working with spreadsheets,
dashboard exports, survey themes, partner updates,
telehealth counts, meeting notes, or progress
reports. Al can help turn disparate data into clear,

first-draft stories for boards, partners, and funders.
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Reporting and Data Storytelling for Boards, Partners,

What Al can help with: summarizing de-identified
datain plain language, drafting impact narratives,
identifying themes in survey feedback or notes, sug-
gesting useful headings for board updates, and trans-
lating technical or detailed information into language
that is easier for nonspecialists to read.



How to do it—Keep it simple and structured:

e Gather only approved, nonsensitive, or de-identified data points and notes.

Tell Al who the audience is (for example, board members, community partners, funders).

Ask for the top 3-5 trends or takeaways in plain language.

Ask for a short narrative that explains what happened, why it matters, and what comes next.

Check every number, trend statement, and comparison before using the text.

“Using the attached de-identified dataset, write a short board-ready update that
CETN Yl ) explains our recent trends in service volume, referral follow-through, and partner en-
gagement. Keep it clear, concise, and practical.’

If your source data are incomplete or messy, the output may sound more certain than
Watch out for: it should. Ask Al to identify possible limitations or data gaps, and do not let it invent
numbers, causes, or comparisons.

COMMON PAIN POINT 3:
Meeting-to-Action Workflow Relief

A lot of operational friction happens after a meeting: notes have to be cleaned up, action items need to be
assigned owners, follow-up emails need to go out, and rough ideas need to become usable documents. Al can
help reduce and streamline post-meeting follow-up activities.

What Al can help with: turning rough meeting notes into action items, drafting follow-up emails, creating
high-level summaries, reformatting training notes for staff, and tailoring information for different audiences.

How to do it—Try this workflow:
e Paste in your rough notes or draft text. Electronic narrative documents are best (for example, Microsoft

Word, PowerPoint, Google Docs, PDFs). Pictures of handwritten notes may be more challenging for Al.

e Tell Al what format you want back (for example, action-item list, summary, email draft, standard operating
procedure draft, staff update).

e Name the audience and tone you want (for example, concise and practical for board members, warm and part-
ner-facing for community stakeholders).
e Review for accuracy, tone, and local context.

e Save the prompt if it worked well so the task is easier next time.

“Turn these meeting notes into a short summary with action items, responsible parties,
LETN I Y]l 3 and next steps. Use concise language for administrative staff and flag anything that still
needs clarification.”

Al can flatten nuance. If a decision was tentative, sensitive, or politically delicate, edit
Woatch out for: carefully before sharing the output. The final version should still reflect your team’s
judgment and relationships.
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COMMON PAIN POINT 4:

Rural health organizations recruit and retain staff
under difficult conditions: small labor pools, per-
sistent vacancies, high workloads, and too many tasks
that pull people away from the work they were hired
to do. Al will not solve a staffing shortage on its
own, but it can help reduce avoidable friction that
contributes to burnout and turnover.

In rural health settings, the most practical use of Al is
helping leaders and teams identify common burden
points, reduce repetitive work, support onboarding
and training, and reduce staff and providers’ time on
paperwork so they can spend more time on meaning-
ful work.

What Al can help with: summarizing de-identified
staff survey comments, stay interviews, or exit inter-
view notes to identify recurring drivers of burnout;
drafting onboarding guides, quick-reference FAQs,
and training materials so new staff get oriented more
quickly; improving job postings and recruitment mes-
saging; drafting manager talking points and support
resources; and, in organizations that already have
approved clinical tools, evaluating how documenta-
tion support or message-triage tools could reduce
after-hours work for providers.

Sample prompt:

over the next 60 days.”

Watch out for:
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Workforce Retention, Resilience, and Burnout Prevention

How to do it—Use Al to support small, concrete
retention and resilience efforts:

e Gather de-identified staff feedback, workflow
notes, or onboarding questions from safe
sources such as anonymous surveys, aggregated
comments, or existing process notes.

o Ask Al to group feedback into themes such as
documentation burden, unclear processes, training
gaps, scheduling friction, communication overload,
and repetitive administrative tasks.

e Ask for 3-5 practical, low-cost changes your team
could test, such as a clearer FAQ, a simplified
checklist, a streamlined meeting-to-action process,
or arevised onboarding document.

e For organizations with approved clinical tools, ask
operational questions about where documentation
support, inbox triage, or other burden-reduction
tools might save time without introducing new
risk.

e Pilot one change with a small team, collect

feedback, and assess whether it reduced frustra-
tion, after-hours work, or repeated questions.

“Below are de-identified comments from staff about what makes their work harder than
it should be. Group these comments into themes, identify the top three burden points
we may be able to address operationally, and suggest practical changes we could test

Do not use Al to evaluate individual employees or make human resources decisions
about performance—use aggregated, de-identified information. Remember, Al can
support burden reduction, but it cannot replace adequate staffing, supportive super-
vision, or broader organizational change. Confirm proposed changes with the people
doing the work before treating them as solutions.
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Getting Started

Choose Your First Task

Pick a task that is common enough that
improving it would make a meaningful difference,
low-risk enough that you can safely experiment, and
specific enough that you can tell whether Al helped.
A good first question to ask yourself is: “What part
of my work feels harder, slower, or more frustrat-
ing than it should?”

Refine Results Through Iterative
Prompting

Working with Al is usually an iterative process. The first
response may not be exactly what you need—and that

is normal. Using Al well often takes trying a prompt,
seeing what worked and what did not, clarifying what
you meant, asking for a different format, tone, or level of
detail, giving Al more context, and refining the result in a
second or third round.

Think of Al less like pressing a “Done” button and
more like giving directions to a new assistant. If
your first instruction is too broad, vague, or incom-
plete, the output may be off. That does not mean Al
is not useful; it means you may need to provide more
context and guidance.

Use a Better Beginner Approach

Steps to getting better results include:

e Give it context. Tell Al what you are working on
and who the output is for. For example: “This is for
arural health network operations team.” “This

summary is for leadership.” “This needs to be plain
language for community partners.”

e Beclear about the task. Say exactly what you
want it to do. For example: summarize, organize,
rewrite, draft, extract action items, turn notes into
a checklist, or make this shorter and clearer.

e Tell Al what “good” looks like. If you know the
format or tone you want, say so. For example:
“Keep it to one paragraph.” “Use bullets.” “Make it
concise and practical.” “Write this in a friendly but

professional tone.” “Focus only on next steps and
decisions.”

e Improveitinrounds. If the first answer is close
but not quite right, do not start over. Build on it.
You can say: “Make this shorter.” “Add clearer
actionitems.” “Rewrite this for a board

audience.”
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“Keep the content but make the tone less formal”’
“List the top three takeaways.

e Use your judgment. Al helps you move faster, but
you still know your work, your audience, and your
local context better than any tool. Always review
the final version before using it.

Try a Simple First Test
Get started:

e Pick one task that is repetitive, frustrating,
or time-consuming.

e Use only approved, nonsensitive, de-
identified information.

e Ask Al to help with one specific version of that
task.

e Review the result and decide: What helped?
What needs work?

¢ Refine the prompt once or twice before
deciding whether the task is a good fit.

e Save the prompt if it worked well so you do
not have to reinvent it next time.

Your first interaction with Al does not need to
be perfect to be useful. What matters is finding
one or two practical ways it can reduce friction
in your work. Start with something real. Refine
as you go. Keep what helps.

A good rule of thumb:
Start with the pain point. Be specific.
Expect to refine. Keep what saves time.

Keep It Practical, Keep It Human

Al does not need to be flashy to be useful. If it helps a
team summarize a long document faster, prepare a
clearer board update, leave a meeting with more
straightforward next steps, or remove a small but real
source of staff friction, that is real value. Used well, Al
can act like a practical support tool for administrative
and operations work, but it is not a replacement for
judgment, relationships, or local knowledge.

A good rule of thumb:

Al drafts—people decide. Start small, use
it where it saves time, and standardize
what works.





