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Each school/trust AI policy needs to take into account the organisation’s unique context.
This policy builder accompanies our AI toolkit and covers the main areas we suggest all schools will need to consider. Key questions and examples are provided to support discussion and decision-making.
[bookmark: _Toc225342533][bookmark: _Toc226615751][bookmark: _Toc226648994]Policy contents:
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2. Purpose
3. Scope
4. Core principles
5. Roles and responsibilities
6. Acceptable uses
7. Restricted or prohibited uses
8. Teaching, learning and assessment
9. Monitoring and review 
1. 
	2. [bookmark: _Toc225342534][bookmark: _Toc226615752][bookmark: _Toc226648995][bookmark: _Purpose]Purpose

	Key discussion points:
What are the specific goals we want AI to support (such as addressing learning gaps, reducing workload and providing personalised learning support)?
How does our use of AI align with our vision and values?

	Notes and decisions:









	3. [bookmark: _Toc225342535][bookmark: _Toc226615753][bookmark: _Toc226648996][bookmark: _Scope]Scope

	Key discussion points:
Who does the policy apply to (for example: all staff, pupils, governors, trustees, volunteers, contractors)?
Which types of technology does the policy cover (consider chatbots, research tools, standalone AI tools and those integrated within existing systems)?
Does the policy cover AI use whilst on school premises, off site and remote working?
How does it support other policies (safeguarding, data protection, behaviour, acceptable use, homework)? – Are there any gaps or conflicts?
Consider including a glossary of relevant AI terms within the scope of your policy - The Alan Turing Institute has a data science and AI glossary.

	Notes and decisions:








	4. [bookmark: _Toc225342536][bookmark: _Toc226615754][bookmark: _Toc226648997][bookmark: _Core_principles]Core principles

	Key discussion points:
What are the core principles that will guide us? Consider:
Humans as decision-makers, not AI
The value of professional judgment and staff accountability for the accuracy and quality of any AI-generated content they publish or use
Which standards and regulations do we need to comply with (including KCSIE, UK GDPR and assessment regulations)?

	Notes and decisions:









	5. [bookmark: _Toc225342537][bookmark: _Toc226615755][bookmark: _Toc226648998][bookmark: _Defining_roles_and]Roles and responsibilities

	Key discussion points:
Key individuals and groups include:
Data Protection Officer (DPO) 
Designated Safeguarding Lead (DSL) 
Computing/IT Leads
External providers/suppliers
AI champion
Any specific board committees or link roles with a particular focus on AI
Cross-departmental AI working group or similar
Consider who will be responsible for:
Procuring tools and evaluating value for money
Managing access and permissions
Conducting Data Protection Impact Assessments (DPIAs)
Ensuring intellectual property compliance
Communicating the school(s) stance on AI to parents
Supporting staff, planning CPD and ensuring compliance
Tool approval
Audit and evaluation of tools

	Notes and decisions:









	6. [bookmark: _Toc225342538][bookmark: _Toc226615756][bookmark: _Toc226648999][bookmark: _Acceptable_uses]Acceptable uses

	Key discussion points:
What conditions must be complied with for acceptable use? Consider:
Academic integrity
Data protection 
Approved tools only
Age compliance and parental consent
Training completion
Supervision (What will pupils be able to do independently versus under supervision?)
Transparency (clearly indicating when and how AI is used)
Technical safeguards and security (such as multi factor authentication)
How to avoid over-reliance that could limit original/critical thinking
The risk of emotional attachment to AI chatbots
Example staff acceptable uses:
Lesson planning and resource creation – using AI to generate slides, worksheets, and creative resources as a starting point.
Administrative tasks – drafting letters to parents, creating job descriptions
Marking and feedback – some policies permit using AI to automate the marking of objective assessments, such as multiple-choice questions, and to identify areas for improvement in subjective work to assist individual pupil support.
Research – summarising lengthy research papers, reports or professional development materials to improve efficiency.
Inclusive teaching – supporting pupils with SEND through the creation of tailored learning resources and translating school communications for non-English speaking families
Example pupil acceptable uses:
Topic exploration – using AI as a research tool to discover and find information about new topics and ideas.
Revision support – self-testing such as testing GCSE vocabulary or practicing A-Level speaking style conversations in foreign languages.
Peer assessment simulation – gaining instant feedback and improvement strategies on their own work to identify misconceptions and knowledge gaps.
Note-taking assistance – using AI dictate features during lessons to make notes
Writing development – using AI to help develop more structured or creative writing through iterative feedback.

	Notes and decisions:













	7. [bookmark: _Toc225342539][bookmark: _Toc226615757][bookmark: _Toc226649000][bookmark: _Restricted_or_prohibited]Restricted or prohibited uses

	What would be an unacceptable use of AI in your setting? 
Consider:
Data protection and personal information
Are there any AI applications that pupils must not use for school-related work or on school-owned devices? 
What types of data are users prohibited from entering into AI tools (for example, identifiable or sensitive personal information such as names, birthdays, candidate numbers, or staff records), particularly if using open or unauthorised AI tools?
How will you address the risk of pupil work being used to train generative AI models?
Academic integrity and assessments
How will the use of AI tools be restricted during formal examinations and controlled assessments? 
How will you define and manage the submission of AI-generated content as a pupil's own work, including copying or paraphrasing AI-generated text without appropriate attribution or referencing?
Safeguarding and harmful content
How will you prohibit the creation, manipulation or sharing of AI-generated sexual content, deepfakes, or "nudification" images? 
How will you prevent the use of AI to impersonate, bully, harass or otherwise harm others? 
How will you prevent users from generating, accessing, or sharing discriminatory, harmful, or intentionally misleading AI-generated content? 
How will you ensure users comply with the minimum age requirements of specific AI tools and models?
Hardware and technical restrictions
Will the use of AI-enabled wearables, such as smart glasses or heads-up displays, be prohibited on school sites? 
Is there a need to make exceptions for AI-enabled tools used to support accessibility needs?
Will you restrict the use of AI notetakers in meetings and lessons? – Consider the informed awareness of all participants before use and any data protection requirements.
Professional and administrative boundaries
How will you ensure that AI is not used as a substitute for professional pedagogical judgment? 
Under what circumstances, if any, may AI be used to mark pupil work or provide automated feedback on assessments, and what approval from senior leadership will be required?

	Notes and decisions:












	8. [bookmark: _Toc225342540][bookmark: _Toc226615758][bookmark: _Toc226649001][bookmark: _Teaching,_learning_and]Teaching, learning and assessment

	Key discussion points:
Who is accountable for the quality, accuracy and appropriateness of any AI-generated content used in the classroom?
How will teaching staff use AI to streamline tasks? For example, lesson planning, creating slides or generating worksheets.
What are the expectations for teachers using AI to personalise learning, such as for pupils with SEND or for EAL support?
Why and how will AI literacy be built into the curriculum?
Is there a need for AI-free zones or activities to ensure pupils develop critical thinking?
What are your expectations regarding pupils acknowledging and citing AI assistance in their work?
Will teachers verify pupils’ work to check understanding and authenticity? How will they do this?

	Notes and decisions:










	9. [bookmark: _Toc225342544][bookmark: _Toc226615762][bookmark: _Toc226649002][bookmark: _Monitoring_and_review]Monitoring and review

	Key discussion points:
How will the school’s IT filtering and monitoring systems be used to detect and prevent access to AI-generated threats?
How can users expect their usage of AI to be monitored?
How will you gather feedback on AI adoption and effectiveness?
How can staff and pupils raise issues or concerns relating to AI?

	Notes and decisions:










This resource is provided by NGA – the national membership association for school and trust governance.
Join NGA for exclusive access to member-only guidance, events, support and advice.
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