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Artificial Intelligence (AI) Policy


Last reviewed: October 2026
Next review due: October 2027



1. Purpose
This policy outlines how Artificial Intelligence (AI) is used safely, ethically, and professionally at Colburn Community Primary School.
As a school, we recognise the benefits of AI in supporting workload, planning, communication, and administrative efficiency. However, safeguarding, data protection, and professional integrity remain our highest priorities.
2. Approved AI Platforms
At Colburn Community Primary School staff are permitted to use only the following AI platforms:
· ChatGPT
· Microsoft Copilot
No other AI tools, platforms, apps, or browser extensions may be used for school-related work without explicit approval from the Headteacher and Data Protection Lead.
3. Data Protection & Confidentially
Staff must adhere to the following rules at all times:
3.1 No Identifiable Pupil Information
· Do not input children’s full names.
· Do not include dates of birth.
· Do not include safeguarding information.
· Do not include SEND details that identify a child.
· Do not include parent names or contact details.
· Do not upload school documents containing personal data.
If AI is used to support report writing or drafting communications, all identifying details must be anonymised (e.g., “Child A” or “a Year 3 pupil”).
4. Images & Media
· AI tools must not be used to upload, generate, edit, or manipulate images of children.
· No photographs of pupils may be entered into AI systems.
· Staff must not use AI to create synthetic or altered images of pupils.
We do not use AI with images of children under any circumstances.

5. Appropriate Uses of AI
AI may be used to support:
· Lesson planning ideas
· Curriculum design support
· Drafting letters or emails (professional tone only)
· Generating example questions or model texts
· Creating quizzes or revision materials
· Policy drafting (with professional review)
· Administrative task support
· Summarising publicly available documents
All AI-generated content must be reviewed, edited, and approved by a qualified member of staff before use.
6. Professional Accountability
AI is a support tool, not a decision-maker.
· Staff remain fully responsible for the accuracy, suitability, and safeguarding compliance of any content produced using AI.
· AI must not be used to make safeguarding judgments.
· AI must not be used to write or complete statutory documents (e.g., EHCP submissions, safeguarding referrals) without thorough professional oversight.
7. Safeguarding
AI must never be used to:
· Analyse safeguarding disclosures.
· Draft safeguarding referrals using identifiable details.
· Provide behavioural or psychological diagnoses.
· Replace professional judgement.
Safeguarding decisions must always be made by trained professionals.
8. Pupil Use of AI
Where pupils are introduced to AI:
· Use must be supervised.
· Age-appropriate guidance must be provided.
· Online safety principles must be reinforced.
· Pupils must not enter personal data into AI systems.
9. Accuracy & Bias
Staff should be aware that AI:
· Can generate incorrect information.
· May reflect bias.
· May fabricate references or facts.
All outputs must be fact-checked before use.
10. Copyright & Intellectual Property
Staff must ensure:
· AI-generated content does not breach copyright.
· Materials are appropriate for educational use.
· No confidential school materials are uploaded to AI platforms.
11. Monitoring & Compliance
· The Headteacher and Data Protection Lead are responsible for monitoring compliance.
· Any misuse of AI may be treated as a breach of safeguarding or data protection policy.
· This policy will be reviewed annually.
12. Policy Review
This policy will be reviewed annually or sooner if:
· National guidance changes.
· DfE guidance on AI is updated.
· Data protection regulations change.
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