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When using generative Artificial Intelligence (AI) it is important that our school ensures we are able to maximise the benefits of AI while minimising any risks or concerns. 
 
This policy sets out the rules all employees, governors, voluntary workers, agency staff, contractors, and other third parties working on behalf of the school must follow when using generative AI our school devices or networks. 

Policy Rules
· You must only use AI applications authorised by our School, please ask Mrs Field for further details.

· You must select the opt-out option before first use of authorised AI applications.  This will prevent the data you enter the prompt being used by the Large Language Model (LLM) to train itself.  If the opt out selection is unclear or is not available on the authorised AI application, please contact the school Data Protection Officer, Mrs Field for further clarification

· When using any of the authorised AI applications, you must use your work email address for log-in purposes.

· Before using an AI application, you must have authorisation from the schools Data Protection Officer or Headteacher.

· When using AI applications, you must ensure that confidential, sensitive, or proprietary employee, student, parent/carer or third-party supplier, including personal data or sensitive data is not entered into the application as a prompt in breach of data protection legislation.

· If your use of AI applications will involve any personally identifiable data, you must complete a Data Protection Impact Assessment (DPIA) and where necessary an Equalities Comprehensive Impact Assessment (ECIA) which can be obtained from Mrs Carolyn Field.

· You must not input offensive, discriminatory or inappropriate content as a prompt.

· You must comply with our Information Security and Data Protection Policies when using AI applications or any other technologies.

· You must carefully review any AI outputs to guard against bias, inappropriate or offensive data.

· You must not generate content to impersonate, bully or harass another person, or to generate explicit or offensive content.

These policy rules will help us to comply with the law and regulatory guidance when using Artificial Intelligence.  The use of generative artificial intelligence (generative AI) is transforming the way individuals are working.  Informed and responsible use of AI has the potential to increase efficiency in the workplace, improve decision making and foster innovation.  With these benefits comes risk, 
including data protection breaches, copy right issues, the protection of confidential information, ethical considerations and compliance with wider legal obligations.  AI systems learn based on the information you enter, just as you would not share work documents on social media sites, do not input such material into generative AI tools.

Part A: Whole-School AI Policy
1. Purpose
In line with our vision of Life in All its Fullness, at Birchanger C of E Primary School we believe every child should flourish academically, socially, emotionally, and spiritually. Technology, including Artificial Intelligence (AI), can be a tool to enrich teaching and learning, but we recognise the need for it to be used wisely and responsibly.
This policy provides guidance for the safe, ethical, and effective use of AI across the school. AI should support creativity, increase efficiency, and inspire new ideas — but never replace the skill, care, and professional judgement of our staff.
The Headteacher, Mrs Vessey and the Data Protection Officer, Mrs Field are responsible for approving AI tools and ensuring compliance with this policy. Staff must report any potential breaches or misuse of AI systems to the DPO immediately.

2. Scope
· Applies to all staff, governors, and visitors who may use AI within the school.
· Applies to all AI systems and tools, including those embedded in teaching resources (e.g. Developing Experts).
· Covers AI use in teaching, pupil support, assessment, school operations, and communications.

3. Guiding Principles
· Safety & safeguarding: AI must never compromise pupil safety or wellbeing. Pupils may not use A1 systems directly unless part of a supervised learning activity approved by the class teacher.  Any pupil use must be age appropriate and within approved, safeguarded platforms.

· Data protection: Personal and sensitive information about pupils, families, and staff must not be entered into AI systems unless they are approved by the school and compliant with UK data protection law. A Data Protection Impact Assessment (DPIA will be completed before any AI system involving personal data is implemented.  Only Ai tools compliant with UK GDPR and using secure, approved data storage (UK or EU based) may be used.

· Professional judgement: Staff remain responsible for planning, teaching, assessment, and decision-making. AI is a support, not a replacement.

· Creativity & quality: AI should not reduce the creativity, individuality, or professional expertise in lesson planning and pupil engagement.
· Transparency: Where AI has been used to support work, staff should be open about this use with colleagues and leadership.

4. Permitted Uses
Staff may use AI to:
· Generate ideas for lesson activities, teaching resources, or classroom strategies.
· Support planning by providing examples, scaffolds, or inspiration, which are then adapted by teachers. It should not be used to generate weekly planning.
· Automate low-risk, non-personal administrative tasks (e.g. drafting generic letters, producing checklists).
· Explore educational tools and resources that include AI functions, such as Developing Experts, where these have been vetted and approved by the school.
· Staff must be alert to potential bias or inaccuracies in AI outputs and ensure that generated materials promote fairness, inclusivity and equality.

5. Training & Oversight
· All staff will receive training on safe and effective AI use, drawing on the Department for Education’s Using AI in education settings: support materials (DfE Guidance).

· AI use in school will be monitored by the Senior Leadership Team (SLT) to ensure compliance, identify opportunities, and manage risks.

· Good practice will be shared regularly among staff to promote responsible and innovative use.

· All AI use must align with the schools cybersecurity measures, including password protection, two-factor authentication and access controls.  AI tools must not be connected to school systems with IT approval.
6. Review
This policy will be reviewed annually, or sooner if government guidance, technology, or school needs change. Updates will be shared with staff, governors, and parents where appropriate.

7. Related Policies
Child Protection Policy
Safeguarding Policy
Generative Artificial Intelligence in Education ~ GOV.UK (www.gov.uk)
ICT and Internet Acceptable Use Policy
Online Safety Policy
Data Protection Policy
Health and Safety Policy
All policies related to GDPR

Any misuse of AI systems, suspected data breaches, or safeguarding concerns must be reported immediately to the Designated Safeguarding Lead, Mrs Vessey, Mrs Field or Mrs Cook and Data Protection Officer, Mrs Field.

Part B: Parent Summary
Birchanger C of E (VC) Primary School 
AI Use Summary for Parents

At Birchanger Primary School, we want every child to experience Life in all its Fullness. This means helping children grow in confidence, creativity, and knowledge in a safe and caring environment.
It is never used to make decisions about individual pupils.  If you have any questions about how your child’s data may be used, please contact Mrs Field.
AI is one of the many tools we may use to support children’s education. Some schemes we use, such as Developing Experts, Microsoft Copilot etc., already include AI features. Used well, AI can help teachers save time, spark ideas, and create engaging lessons. But it will never replace the role of a teacher, the relationships we build, or the creativity at the heart of learning.
At Birchanger C of E Primary School we want to make the best use of new technology to support children’s learning while keeping them safe. This summary explains how Artificial Intelligence (AI) may be used in school and what rules we follow.

Why use AI?
AI tools can give teachers ideas for lessons, activities, and resources. Some of our schemes, such as Developing Experts, already include AI features. Used well, AI can save time and inspire creativity, but it will never replace the role of a teacher.

Our approach
· Pupil safety comes first – we do not put children’s personal details into AI systems.
· Teachers are responsible – AI may be used for ideas, but staff always check and adapt the material themselves.
· Reports and feedback are personal – teachers will never use AI to write whole reports about your child.
· Creativity is protected – AI will not take away from the imagination and skill teachers bring to planning and teaching.
· Approved tools only – staff will only use AI systems that the school has checked and approved which can be obtained from Mrs Field

Oversight
· The Senior Leadership Team monitors how AI is used.
· Staff receive training based on Department for Education guidance on safe use of AI.
· The policy is reviewed every year to keep up with changes in technology and government advice.

If you have any questions about how AI is used in school, please contact the Headteacher.

Breach Statement
Breaches of Information will be investigated and may result in disciplinary action.  Serious breaches of Policy may be considered gross misconduct and result in dismissal without notice, or legal action being taken against you.
Please ensure that you sign the declaration obtained from the School Office that you have read and understand this policy.
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