
SCHOOL LEADER TOOLKIT
AI Acceptable Use Policy
A grade-banded policy defining permitted and prohibited uses of AI for students and staff.

Adaptable template — replace bracketed fields
	How to use this template: Replace every [BRACKETED] field with your own names and dates. Delete or add grade-band rows to match your school. Have your policy reviewed by counsel before adoption; this is a starting template, not legal advice.



1. Purpose
[SCHOOL / DISTRICT NAME] recognizes that artificial intelligence (AI) tools are now part of everyday learning and work. This policy sets clear, consistent expectations for how students and staff may use AI so that it supports learning, protects people, and reflects our values of honesty, equity, and safety. It is written to be read alongside our existing Responsible Use / Technology Acceptable Use Policy, not to replace it.
2. Scope
This policy applies to all students, staff, contractors, and volunteers when using school-provided devices or networks, or when using personal devices for school work. "AI tools" includes generative chatbots, image and audio generators, AI writing and coding assistants, and AI features built into other software.
3. Guiding principles
1. Human responsibility: A person is always accountable for anything they submit, publish, or decide — AI is a tool, not the author.
1. Transparency: When AI meaningfully contributes to work, that contribution is disclosed.
1. Privacy first: No confidential, personally identifiable, or protected student information is entered into public AI tools.
1. Equity: Access to approved tools and instruction does not depend on a family’s ability to pay.
4. Permitted and prohibited use by grade band
Adjust the bands below to match your school configuration. "Approved tools" means tools vetted through the Student Data Privacy Checklist and listed in the school’s AI Tool Directory.
	Grade band
	Generally permitted (with teacher direction)
	Prohibited

	K–2
	Teacher-led demonstrations only; no independent student accounts
	Independent student use of chatbots; any account creation

	3–5
	Supervised use of approved, education-specific tools for exploration and creativity
	Unsupervised use; entering names, photos, or personal details

	6–8
	Approved tools for brainstorming, feedback, and study support with disclosure
	Submitting AI-generated work as one’s own; bypassing assignment rules

	9–12
	Approved tools for research, drafting, coding, and revision with citation/disclosure
	Undisclosed use where prohibited; deepfakes; harassment; academic dishonesty



5. Staff use
1. Staff may use approved AI tools to draft materials, differentiate content, and reduce administrative workload.
1. Staff must review and take responsibility for all AI-assisted output before it reaches students or families.
1. Staff must not enter student names, grades, IEP/504 details, discipline records, or other protected data into non-approved tools.
1. AI must not be the sole basis for a high-stakes decision about a student (grades of record, placement, discipline).
6. Prohibited uses (all users)
1. Creating or sharing content that harasses, bullies, demeans, or impersonates any person, including synthetic images or audio ("deepfakes").
1. Entering confidential or personally identifiable information into tools not approved by the district.
1. Presenting AI-generated work as one’s own where disclosure is required (see Academic Integrity Addendum).
1. Using AI to circumvent security, content filters, or assessment conditions.
7. Roles and responsibilities
	Role
	Responsibility

	Superintendent / Head
	Approves this policy; ensures resourcing and equity of access.

	Principal
	Communicates expectations; supports staff PD; handles escalations.

	Teachers
	Set assignment-level AI rules; teach disclosure; model responsible use.

	Technology / Data lead
	Vets tools via the Privacy Checklist; maintains the approved-tool list.

	Students & families
	Follow expectations; ask questions; report misuse.


8. Violations
Suspected violations are handled under the existing student code of conduct and staff handbook, using a supportive, education-first approach for first incidents. Consequences scale with intent, harm, and grade level.
9. Review
Because AI tools change quickly, this policy is reviewed at least annually by [COMMITTEE / ROLE]. Version: 1.0 · Adopted: [DATE] · Next review: [DATE].
