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Use of Artificial Intelligence (AI) Policy 

Aim: 
Bishop Vesey's Grammar School is committed to fostering a responsible and ethical approach to the use of 
Artificial Intelligence (AI) in education. The aim of this policy is to provide a robust framework for the ethical 
and efficient use of generative AI technologies with BVGS. Its principle aim is to empower staff and students 
by integrating AI into the teaching and learning processes whilst emphasising responsible and safe use, 
inclusivity, and the maintenance of high ethical standards. It outlines our commitment to integrating AI literacy, 
addressing bias and ethics, and providing continuous professional development (CPD) for teachers. Our 
approach ensures that AI is used as a tool to enhance learning and teaching, with human oversight always in 
place. This policy applies to all AI technologies used within the school, including third party services. This 
policy applies to all staff, students, and stakeholders. 

Guiding principles: 
• The intention to integrate AI tools into the curriculum comes from our commitment to enhance students' 

learning experiences and foster skill development. 
• The use of AI is strategically employed as an additional tool to support and expand upon classroom 

instruction and provide personalised learning opportunities. 
• Students' use of AI will be guided and monitored by teachers ensuring it aligns with our curriculum 

vision. 
• Any teacher use of AI tools will be alongside their everyday pedagogical, behavioural, and pastoral 

knowledge. 
• AI will not replace direct instruction or teacher interaction but will serve as an additional resource to 

enrich the educational experience. 
• Our investment in learning with AI will support students' employability and lifelong learning skills. 

Definitions 
• AI: Artificial Intelligence, including machine learning, natural language processing (NLP), and large 

language models (LLMs). 
• LLM: Large language models such as Copilot, ChatGPT/Gemini/Claude have Generative capabilities. 
• NLP: Natural language processing such as Alexa / Siri - differs from the above and has fewer 

opportunities for bias and hallucination. 
• Bias (in AI): Systematic errors in AI outputs caused by unrepresentative or prejudiced training data. 
• Image generation from LLM - images can be created via text prompts which can be inappropriate or 

subject to bias. 
• Data Protection Impact Assessment (DPIA): A process to identify and minimise data protection risks 

when introducing new technologies. 
• Deepfake: Fabricated or manipulated media (e.g., videos, images) that depict a false reality. 
• Hallucination (AI): When AI systems produce false or misleading information that appears credible. 
• AI Agent: An AI system capable of autonomously executing multi-step tasks, browsing the web, or 

interacting with external services without continuous human direction. AI agents are not currently 
authorised for use at Bishop Vesey’s Grammar School. 

 

This policy also links to other school policies, including the Child Protection and Safeguarding, Exams, Data 
Protection, IT Security and Acceptable Usage, Curriculum, SEND, Assessment, Behaviour, Anti-Bullying, Staff 
Code of Conduct, Equality & Diversity, E-safety / Online Safety, Freedom of Information, Privacy Notice. 
 

Objectives 
• To enhance education by improving teaching and learning outcomes. 
• To comply ethically and ensure legal use of AI. 
• To maintain data security and protect the privacy and data of all stakeholders. 
• To encourage digital literacy amongst students to prepare them for the wider world 
• To reduce workload: to utilise AI to reduce the administrative and academic workload of staff. 
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• Equity and inclusivity: we will consider using AI to broaden our communities, bridge the digital divide, 
and create a supportive and inclusive AI culture. 

 

Ethical Use of AI 
General: 

• The use of AI systems, in particular Generative AI, will be carried out with caution and an awareness of 
their limitations. Whether staff are using AI for teaching or school administrative purposes, or with pupils 
who will make use of this technology, they should be mindful of, and instruct pupils about, the following 
considerations: 

• Bias - data and information generated by AI will reflect any inherent biases in the data set accessed to 
produce it. This could include content which may be discriminatory based on factors such as race, 
gender, or socioeconomic background. 

• Accuracy – information may be inaccurate when generated so any content should be fact-checked. 
• Currency – some AI models only collate data prior to a certain date so content generated may not 

reflect the most recent information 
• Human oversight – a lack of human intervention may result in AI outputs going unchecked. Staff must 

ensure that outputs align with ethical standards and educational values. Generative AI lacks flexibility, 
human understanding, and compassion; professional judgment remains essential in all uses. 

• Environmental impact – AI requires significant energy to run. It should therefore only be used where it is 
relevant, appropriate, proportionate, and the most suitable option for the task. 

• Emotion recognition systems – AI tools designed to identify or infer emotions or intentions from 
biometric data are not to be used at Bishop Vesey’s Grammar School. Although the EU Artificial 
Intelligence Act does not apply in the UK, its restriction on such systems in educational settings reflects 
the ethical position this school adopts. 

 

Respect for Intellectual Property 
• What to Do: Ensure all AI technologies used are properly licensed and respect intellectual property 

laws. 
• How to Do It: Before using any AI tool, consult the central record maintained by the IT team to ensure 

it's approved for educational use. 
• How to Check: Refer to the central record, kept by the IT Team for a list of approved and licensed AI 

tools. 
 

Transparency and Disclosure 
• What to Do: Clearly indicate where and when AI is being used in educational settings. 
• How to Do It: Label AI-generated content and inform students and parents/carers when an AI tool is 

being used for educational purposes. 
• How to Check: Periodic checks by IT team to ensure transparency measures are consistently applied. 

 

 

Avoiding Bias and Discrimination 
• What to Do: Implement measures to ensure AI algorithms are free from biases. 
• How to Do It: Use AI tools that have been vetted and approved by the IT support team for potential 

biases related to race, gender, or other factors. 
• How to Check: Conduct periodic reviews and seek feedback from students and staff to identify any 

issues of bias. 
• Who to Speak To: If concerns arise, consult with the IT team, relevant senior staff. 

 

Respect for Personal Data and Privacy 
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• What to Do: Comply with data protection laws, including age restrictions and parental consent, and 
ensure individual privacy when using AI. 

• How to Do It: Use AI tools that are compliant with GDPR or other relevant data protection laws, as 
verified by the IT team (such as not sharing any personal student data on any platform unless 
previously agreed by the relevant senior staff. 

• How to Check: Regularly review updates from Business Manager on data storage and handling 
procedures to ensure compliance. 

• Who to Speak To: If concerns arise, consult with the data protection officer for further evaluation. 
 

Curriculum Integration 

1.  Alignment: BVGS and its staff should ensure AI tools are aligned with curriculum goals and objectives. 
2.  Pedagogical Relevance: BVGS and its staff should evaluate the pedagogical benefits of AI tools before 
integration as per the 'New technology request proforma'. 
3.  AI should enhance, not replace, human creativity. Examples include but are not limited to lesson planning, 
quiz creation, and flashcard generation. Teachers MUST verify the suitability, accuracy, and curriculum 
alignment of any AI-generated materials. 
For staff and pupil use please see Appendices 2 and 3. We use the Education Data Hub Guidance. 
 

Responsible Use (Again please refer to Appendices 2,3 and 4) 
 

Accuracy and Fact-Checking 
• Ensure that AI-generated content is accurate and factually correct. 

 

Compliance with Laws and Regulations 
• Adhere to all local and international laws regarding the use of AI and data protection. If in doubt, speak 

with your line manager or a member of the IT team. Ensure usage also complies with the School's 
Acceptable Use Policy. 

 

Safeguarding 
• Take a proactive stance about AI-related safeguarding risks, including but not limited to: 

◦ deep fakes and impersonation; 
◦ harassment and bullying; 
◦ criminality, coercion, grooming and exploitation. 

• Note that AI may be an aggravating factor in safeguarding and child protection cases. 
 
 
 
 
 
 
Subject-level approach to NEA and coursework   
In line with JCQ requirements, Heads of Department are required to agree and document a subject-level 
approach to managing AI use in any subject that delivers coursework, Non-Examined Assessments (NEAs) or 
controlled assessments. This must cover:   

• How students will be supervised and their work authenticated during the NEA or coursework process.  



5 
 

• The department's process for raising and managing concerns about suspected AI misuse before a 
student's work is authenticated - including that such concerns must be escalated to SLT and not 
referred to the awarding organisation until after the declaration of authentication is signed.  

• How students in the subject are informed of AI use requirements specific to that qualification.  Subject-
level approaches should be documented and available for inspection. HoDs should refer to the relevant 
awarding body's subject specification and the JCQ AI Use in Assessments guidance when designing 
their approach. 
 

Examinations and device security   
 
Where students are permitted to use laptops or other devices to complete examinations or assessments, the 
Network Manager and Examinations Officer are responsible for ensuring that internet access and AI tools are 
disabled on those devices before the assessment begins. This applies to all examinations in which a word 
processor or device is used, including access arrangements. Staff should refer to sections 14.20–14.27 of the 
JCQ Instructions for Conducting Examinations. Failure to disable AI access may result in a malpractice 
incident for which the centre carries responsibility. 
 

Data Management and Data Protection 

The implementation of generative AI technologies necessitates the collection and processing of a variety of 
data. Our school is committed to protecting this data with robust security measures consistent with 
technological advancements. These measures include encryption, secure network infrastructures, controlled 
access permissions, and regular security audits. 
Regular training will be conducted for staff, particularly those who interact directly with generative AI 
technologies. This training will be designed to equip them with the skills required to handle data responsibly 
and to recognise potential data protection issues proactively. 
We recognise and respect our obligations under the General Data Protection Regulation (GDPR) and other 
UK data protection laws to safeguard pupil and staff data privacy when deploying generative AI technologies. 
Accordingly, the school ensures that all data is processed within the rights of data subjects, including the right 
to access, correct, or erase personal data. 
 

Data Protection implications of using AI https://educationdatahub.org.uk/ 

 
• Staff and pupils should be aware that any information entered into a Generative AI model is no longer 

private or secure. Staff and pupils must not enter any personal information (personal data, intellectual 
property or private information (including commercially sensitive information, such as contracts) into any 
Generative AI model. Staff should make themselves aware of and inform pupils about the data 
collection, storage, and usage practices associated with AI technologies, particularly Generative AI. 

• Staff who wish to utilise AI tools must ensure that the potential new use is assessed to consider if a 
Data Protection Impact Assessment is required and follow the school Data Protection Policy and [Data 
Protection Impact Assessment Process/Procedure]. 

• When signing up to use certain Generative AI models, names and email addresses may be required; 
this data sharing may require a Data Protection Impact Assessment (DPIA) to be carried out. 

• Any DPIA or assessment of the data protection aspects of the use of AI will include: The nature, 
scope, context and purposes of any processing of personal data and whether individuals are likely to 
expect such processing activities. 
◦ What alternatives (both AI and non-AI) are there to the planned processing and what justification is 

there in choosing this method and how it is fair. 
◦ A clear indication where AI processing and automated decisions may produce effects on individuals. 
◦ Consideration of both individual and allocative harms (for example, where the harm results from a 

decision to not permit a pupil to take a certain subject at GCSE or A Level) and representational 
harms (for example, selecting groups of pupils for different interventions results in gender or racial 
bias). 

https://educationdatahub.org.uk/
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◦ How the use of the AI tool is proportionate and fair by assessing the benefits against the risks to the 
rights and freedoms to individuals and/or whether it is possible to put safeguards in place. 

◦ An analysis of any bias or inaccuracy of algorithms which may result in detriment to individuals. 
◦ If the use of AI replaces human intervention, a comparison of the human and algorithmic accuracy 

in order to justify the use of the AI tool in the DPIA. 
◦ If automated decisions are made, how individuals will be informed about this and how they can 

challenge those decisions. 
◦ Relevant variation or margins of error in the performance of the system, which may affect the 

fairness of the processing (including statistical accuracy) and describe if/when there is human 
involvement in the decision-making process. 

◦ The potential impact of any security threats. 
◦ A summary of completed or planned consultations with stakeholders. These are recommended 

unless there is a good reason not to undertake them. It may be appropriate to consult with 
individuals whose data you process as they are important stakeholders. 

◦ Whether processing is intentionally or inadvertently processing special category data- there are 
many contexts in which non-special category data is processed, but infers special category data (for 
example, where a postcode infers a particular race). 

◦ A consideration of the rights and freedoms of individuals generally, not just in a data protection 
context, such as rights under the Equality Act 2010. 

◦ When procuring or commissioning any AI-enabled tool or service, the school will assess equality, 
data protection, and algorithmic risks throughout the procurement process, informed by public 
sector guidance such as the Local Government Association’s Responsible Buying AI framework. 
This includes questioning suppliers about their testing of equality impacts, data protection 
safeguards, training data sources, and model performance. Equality and data protection 
requirements will be built into tendering and contractual arrangements. AI systems must be 
monitored throughout their lifecycle to ensure they remain safe, lawful, equitable, and effective. 

◦ Before any AI tool is authorised for use, the school must obtain clear vendor assurances regarding 
training data sources and input transparency, including confirmation that the tool complies with UK 
copyright and intellectual property law. Staff must not allow or cause intellectual property – including 
pupils’ work – to be used to train Generative AI models without appropriate consent or exemption. 

 

Cyber security (Education Data Hub - AI Policy Guidance for Schools) 
Our school will take appropriate measures to guarantee the technical robustness and safe functioning of AI 
technologies, including: 

• Implementing rigorous cybersecurity protocols and access controls through measures such as 
encryption, security patches and updates, access controls and secure storage. 

• Establishing oversight procedures and controls around data practices, system changes, and incident 
response to maintain integrity. 

• Ensuring that any suspected or confirmed security incidents are reported to Data Protection Officer. 
• Carrying out an evaluation of the security of any AI tool before using it. This includes reviewing the 

tool's security features, terms of service and data protection policies. This work will form part of the 
DPIA process. 

• Maintaining vigilance against material that may be a deepfake (a synthetic media which can be used to 
create realistic and convincing videos or audio of people saying or doing things they haven't. These can 
be used to spread misinformation or impersonate someone to commit cyber fraud). 

• Training staff and pupils to be aware of the importance of Cyber Security and the potential involvement 
of AI to carry out cyber-crime. 

• Uses software like Turnitin to support plagiarism detection in assessed work, noting that AI detection 
tools may not be used as the sole means of authenticating student work under JCQ guidance. The 
school will keep under review emerging technologies - including watermarking and metadata analysis - 
that may support the monitoring of AI-generated content, and will update this policy and its practices as 
reliable tools become available. 

 



7 
 

Accountability 

• The Senior Leadership Team and the Network Manager holds the ultimate responsibility for the 
overseeing AI initiatives and ensuring compliance with this policy. 

 

Levels of responsibility 
• Curriculum Leader Approval: The responsibility for initial approval lies with the relevant Middle 

Leader, Head of Department, or Faculty. Check for use against the central record. If required 
complete the 'New technology request proforma' and pass it to the Network Manager. 

• The curriculum leader should define the tools used in their curriculum area and the assessment 
methods for their curriculum area. Curriculum leads should reflect on what tools and approaches best 
fit their curriculum, being mindful of AI and how it can (and may) be used by both students and staff 
alike. 

• SLT Approval: The Senior Leadership Team must give final approval for any AI initiatives. 
• Technical/Data Protection Approval: Network Manager (with support from the Safeguarding Lead 

where appropriate) will ensure that the AI initiative works within our context and ecosystem, whilst 
also complying with our safeguarding requirements around data protection and privacy laws. 

• Authentication responsibility The Head of Centre is responsible under JCQ General Regulations 
5.3(k) for ensuring that all candidates' centre-assessed work is produced, authenticated and marked 
in accordance with awarding bodies' instructions. Heads of Department and teachers must only 
authenticate and submit work for assessment that they are confident is the student's own. Where a 
teacher cannot confirm the authenticity of a piece of work, the work must not be accepted for 
assessment and a mark of zero must be recorded. If malpractice is suspected, a member of the 
Senior Leadership Team must be consulted before any further action is taken. 

 

Review cycle: 
• This policy will be reviewed / updated on a yearly basis as a minimum. It will evolve alongside 

advancements in generative AI technologies and changes in the regulatory landscape. 
• The effectiveness and impact of AI on pupil learning and attainment will be regularly evaluated and 

reviewed. 
• The impact of AI use on pupil learning will be discussed at termly Heads of Department meetings and 

included in the school's annual self-evaluation process. 
• Feedback from students, teachers, and parents will be gathered to assess the benefits and limitations 

of AI in enhancing the curriculum. 
• Adjustments and improvements will be made based on evaluation findings to ensure the optimal 

integration and utilisation of AI in line with the school's aims and the evolving needs of the curriculum. 
 

Sources 
• Generative artificial intelligence (AI) in education - GOV.UK 
• AI Use in Assessments: Protecting the Integrity of Qualifications - JCQ Joint Council for Qualifications 

(AI-Use-in-Assessments_Feb24_v6.pdf) 
• Education Data Hub - AI Policy Guidance for Schools 
• Some sections have been adapted from © Mark Anderson, Laura Knight 2023 This work is protected by 

a Creative Commons License: CC BY-NC-SA 4.0 
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Appendix 1: 
 

BVGS Authorised AI tools: 
BVGS acknowledges the need for specific, authorised tools that align with our educational goals and uphold 
our commitment to data privacy and ethical usage. The following list details the generative AI tools currently 
approved for use within our school community. This list is subject to change as we regularly review and 
evaluate the suitability of these tools in light of advancements in generative AI Technologies, amendments to 
privacy regulations and the evolving needs of our diverse school community. 

• Co-Pilot 
• Other AI chatbots and generative AI tools may be used by staff but must first be formally approved. Any 

request to use a tool not on the approved list must be submitted via the Technology/Software Request 
Proforma and will require a risk assessment and a completed Data Protection Impact Assessment 
(DPIA) before use is permitted. Approval must be granted by the Network Manager and SLT before the 
tool is used with pupils or for school purposes. 

 

Best Practices for AI Use: 
To ensure compliance with data protection and safeguarding policies, staff must adhere to the following 
guidelines when using AI tools: 

• Data Protection: Do not input personal, staff, or pupil data into AI platforms. This includes names, 
addresses, email addresses, assessment results, or any other identifiable information. 

• Confidentiality: Ensure that sensitive school information, including internal documents, policies, and 
strategies, is not shared with AI tools. 

• Professional Judgment: AI-generated content should be reviewed for accuracy, relevance, and 
appropriateness before being used in any school-related capacity. 

• Ethical Use: AI should not be used in a way that misrepresents, fabricates, or manipulates information 
in a manner that could mislead or harm students, staff, or stakeholders. 

• Failure to adhere to this policy may result in disciplinary action in accordance with the school's IT and 
data protection policies. This policy will be reviewed annually to reflect advancements in AI technology 
and changes in best practices. 

• For any queries regarding the use of AI tools, staff should consult the IT department or the Data 
Protection Officer. 

If any member of staff requires access to a different AI tool the following form needs to be completed and sent 
to the Network Manager for verification: 

 
BVGS Technology/Software Request Proforma 

Section Details 

Requester Details  

Name  

Department  

Date of Request ___/___/______ 

Contact Email  

Software/Technology Details  

Name of Software/Technology  
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Version (if applicable)  

Developer/Vendor  

License Type (Single User / Multi-User / Site License) 

Expiry Date of License (if applicable) ___/___/______ 

Cost (if applicable) £ 

Funding Source (Departmental Budget / Personal / Other) 

Purpose and Justification  

Reason for Request  

How will this software/technology be used?  

Is this replacing existing software/technology? (Yes/No) If yes, specify: 

Are there any alternatives available? (Yes/No) If yes, specify: 

Installation and Compatibility  

Operating System (Windows / macOS / Other) 

Required System Specifications  

Is this cloud-based or local? (Cloud / Local) 

Does the software require internet? (Yes/No) 

Does the software need admin privileges? (Yes/No) 

Security and Compliance  

Is this software GDPR compliant? (Yes/No) 

Does this software require personal data? (Yes/No) If yes, provide details: 

Are there any known security risks? (Yes/No) If yes, provide details: 

Approval Process (To be completed by IT and/or Senior Management) 

Approved by IT (Yes/No) 

Approved by Headteacher/Department Head (Yes/No) 

Comments/Conditions  

Installation Scheduled Date ___/___/______ 

Signature of Requester  

Signature of Approver  
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Please submit this completed form via IT@bishopveseys.bham.sch.uk or directly to the IT department. 

Appendix 2: 
 
(taken from ©Education Data Hub, Creative Commons License: CC BY-NC SA 4.0, Education Data Hub - AI 
Policy Guidance for Schools) 
 

Use of AI by Staff 
1) Staff are permitted to explore and utilise AI-based tools and technologies to assist in managing their 

work. Examples of such tasks may include marking and feedback, report writing, lesson planning, 
professional development and facilities management. AI can provide valuable support while still 
incorporating professional judgment and expertise. 

2) AI tools will be used responsibly, ensuring they complement staff professional judgment and expertise, 
without replacing them. 

3) Staff remain professionally responsible and accountable for the quality and content of any output 
generated by AI, however generated or used. 

4) Staff will receive appropriate training and support to effectively integrate AI into their work including 
professional development opportunities focused on AI tools and their effective integration into school 
administrative and teaching practices. Training and support will be planned as part of staff personal 
development reviews and appraisals or on an as-needed basis. Staff have a responsibility to identify 
any training and development needs to ensure they adhere to this policy and should discuss these with 
their line manager. 

5) AI tools can assist staff in gathering and creating relevant educational resources, creating whole group 
or personalised lesson plans, generating extension tasks or scaffolded work, and identifying potential 
knowledge gaps. For instance, AI-based platforms can suggest specific topics or learning activities. 
Teaching staff are permitted to use these suggestions as a starting point, incorporating their 
professional expertise to customise the lesson plans and make necessary adjustments to ensure pupil 
learning objectives are met. 

6) AI tools can be utilised to automate certain aspects of marking of pupil work, such as multiple-choice or 
fill in the blank assessments. Teaching staff can use AI-powered marking software to speed up scoring 
fact-based responses to objective questions, providing more time to support pupils individually. 

7) Teaching staff can also use AI to identify areas for improvement in more subjective written answers. 
Teaching staff will review and verify AI-generated marks or feedback to ensure accuracy, and add their 
professional judgment, especially when evaluating subjective or open-ended responses that require 
deeper analysis and interpretation. 

8) Teaching staff can also support pupils to gain feedback on their work themselves using AI, replicating 
peer assessment processes. This will allow pupils to receive instant personalised and valuable 
feedback and improvement strategies on their work, helping to identify misconceptions and gaps in 
knowledge, as well helping them develop more structured or creative writing. It is important that 
teaching staff play an integral role in this process and continue to monitor the feedback provided, as 
with peer assessment. 

9) Teaching staff can use AI to assist in writing pupil reports, ensuring accuracy and efficiency while 
maintaining their professional judgment. Where AI has been used to support with report writing, the staff 
member will always review and modify the AI-generated reports to ensure they reflect their own 
observations, assessments, and personalised feedback. 

10) Staff can use AI as a starting point to gather relevant information and identify patterns in pupil 
attainment, but they should rely on their expertise to provide a comprehensive and holistic evaluation of 
each pupil's progress. By using AI responsibly in pupil progress analysis, staff can streamline the 
process, save time, and ensure consistency. However, they remain the key decision-makers in 
evaluating and providing feedback on pupils' academic achievements and overall development. 

11) Staff will not use school AI tools or data for personal gain or for any means in contravention of 
applicable laws. 
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12) AI meeting notetakers must not be used in any meeting without first completing a Data Protection 
Impact Assessment and making all participants aware before the meeting begins. If a participant 
objects to the use of an AI notetaking tool, the meeting organiser must consider whether to proceed 
without AI assistance. Staff should not assume that external attendees have consented to AI 
transcription and should take responsibility for informing all parties accordingly. 

13) Staff must ensure that no copyrighted materials – including commercial textbooks, purchased digital 
resources, licensed teaching materials, or third-party content – are uploaded into AI systems unless the 
school holds explicit rights or permission to do so. 

14) Staff must be aware that AI-generated content may not be eligible for copyright protection under UK 
law. Caution should be exercised when sharing or publishing AI-generated resources externally, and 
any materials created using AI should be reviewed and substantially adapted by the member of staff 
before use or distribution. 

15) Teachers must not use artificial intelligence as the sole means of marking candidates' work. Where AI 
tools are used to assist in the marking process, a human assessor must review all work in its entirety 
and determine the final mark or grade. The assessor remains professionally responsible for the mark 
awarded, regardless of any AI output. This applies to all assessed work, including coursework and NEA 
components. JCQ Instructions for Conducting Coursework, Section 8.1. 

 

Appendix 3: 
(taken from ©Education Data Hub, Creative Commons License: CC BY-NC SA 4.0, Education Data Hub - AI 
Policy Guidance for Schools) 
 

Use of AI by Pupils 

1) As part of child protection and safeguarding policies and processes, the school will ensure that its 
pupils will continue to be protected from harmful content online, including that which may be produced 
by AI technology and that any AI tools used are assessed for appropriateness for individual pupils' age 
and educational needs. We will ensure that staff are aware of the risks of AI which may be used to 
generate harmful content including deepfake and impersonation materials. 

2) Pupils will be encouraged to explore and experiment with age-appropriate AI-based projects, allowing 
them to learn how to use AI for knowledge building, problem-solving, data analysis, and creative 
expression. 

3) A culture of responsible AI use will be fostered through engaging pupils in conversations about data 
privacy, bias, safeguarding, and the social impact of AI applications. 

4) Pupils will be taught not to enter personal, sensitive or confidential data into Generative AI tools 
[including their email addresses]. 

5) Pupils will be taught to clearly label any work that has been created, drafted, or edited with the 
assistance of AI. They will also be required to declare the use of AI in homework, coursework, or 
assessed work, in line with government expectations for transparency in AI-generated content and in 
accordance with JCQ guidance on AI use in assessments. 

6) AI education will be incorporated into the curriculum to provide pupils with an understanding of AI's 
capabilities, limitations, and ethical implications. Guidance will be provided on identifying reliable and 
trustworthy AI sources and evaluating the credibility and accuracy of AI-generated information. 

7) AI tools will be integrated into teaching and learning activities across various subjects and year groups, 
providing pupils with hands-on experience and opportunities to develop AI literacy and skills. 

 

Potential Misuse of AI 
1) Pupils will receive education on responsible and ethical AI use, including the potential risks and 

consequences of relying solely on AI tools to complete assignments, coursework, or homework. Pupils 
will be encouraged by staff to be clear and transparent about where their work has been created with 
the assistance of AI. 
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2) Teaching staff will emphasise the importance of critical thinking, creativity, and originality in pupil work, 
discouraging the misuse of AI as a means of plagiarism or academic dishonesty. Clear guidelines and 
expectations will be communicated to pupils regarding the appropriate use of AI tools during 
assessments, ensuring that their work reflects their own efforts and understanding. 

3) Key messages are delivered within PSHE, Form Time, Assemblies, Careers Programme and 
Computing lessons and re-emphasised in all subjects where pupils are completing work such as 
NEAs. 

4) The school will follow and adhere to any rules or guidance on the use of AI in assessments given by 
the Joint Council for Qualifications or individual Exam Board requirements [see 
https://www.jcq.org.uk/exams-office/malpractice/artificial-intelligence/ and 
https://www.jcq.org.uk/examsoffice/blogs/updating-the-jcq-guidance-on-ai-use-in-assessments/ for 
further information] 

5) Teaching staff will employ various assessment methods to evaluate pupil understanding and ensure 
that they have genuinely grasped the subject matter. This may include class discussions, oral 
presentations, practical demonstrations, written reflections, and project-based assessments. By 
utilizing diverse assessment strategies, teaching staff can verify pupils' comprehension beyond what AI 
tools can assess, promoting deep learning and authentic pupil engagement. 

6) Teaching staff will educate pupils on the potential misuse of AI by those seeking to deceive or trick 
pupils into actions that they would otherwise not contemplate, for example interaction with others who 
are not who they claim to be but who can imitate who they claim to be using AI technology. 

7) Students are prohibited from using AI to create and/or distribute content that is discriminatory, harmful, 
offensive, or intentionally biased. Students who do not use AI tools responsibly may be subject to 
sanctions. 

 

Appendix 4: Behaviour policy: Plagiarism 

Plagiarism 

Definition of Plagiarism 
Plagiarism is defined as attempting to pass off someone else's work (including artificial intelligence) as your 
own. Correctly crediting the original author or source of information can help avoid plagiarism. New 
technologies can create additional opportunities for plagiarism, whether intended or not, and students should 
be aware that direct copying from external sources is considered unacceptable. Examples of AI misuse 
include, but are not limited to, the following: 

• Copying or paraphrasing sections of AI-generated content so that the work is no longer the student's 
own 

• Copying or paraphrasing whole responses of AI-generated content 
• Using AI to complete parts of the assessment so that the work does not reflect the student's own work, 

analysis, evaluation or calculations 
• Failing to acknowledge use of AI tools when they have been used as a source of information 
• Incomplete or poor acknowledgement of AI tools 
• Submitting work with intentionally incomplete or misleading references or bibliographies. 

(https://www.jcq.org.uk/exams-office/malpractice/artificial-intelligence/) 2025 
 

When being set work to complete students will use a variety of sources to help them answer questions; this is 
seen as an important part of the learning process. However, it is expected that students will use these sources 
to develop their knowledge which they then express in their own words. Copying sentences or paragraphs 
from other sources is simply not acceptable. Equally unacceptable is copying directly from mark schemes or 
from other students' work. 
 

Key points for students to remember: 
• Only submit work that is your own. 

https://www.jcq.org.uk/exams-office/malpractice/artificial-intelligence/
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• Never lend your work to anyone. You can get in trouble if they copy you, even if you didn't know they 
had or intended to. 

• Make sure you know how to reference other people's work. If you want to quote someone or use 
someone else's words, make sure you show or reference where the quote has come from, otherwise it 
could be seen as plagiarism. Check with your teachers which referencing or citation style you should 
use. The key is to be consistent. Where AI tools have been used as a source of information, student's 
acknowledgement must show the name of the AI source used and should show the date the content 
was generated. For example: ChatGPT 3.5 (https://openai.com/blog/chatgpt/), 25/01/2023. 

• Speak to your teachers if you're worried about any of these points. 
• As a school, we reserve the right to use software designed to detect the extensive use of Artificial 

Intelligence that students might pass off as their own work. 
 

How Bishop Vesey's Grammar School deals with plagiarism: 
• If a member of staff deems that a student has plagiarised within their work (e.g. homework, coursework 

or UCAS application), the student will be given sufficient time to demonstrate that the work they have 
produced is their own. It is important for students to be able to demonstrate to subject teachers that the 
coursework they produce is their own. At GCSE and A-level, in order to meet the criteria of the 
examination board, it is expected that teachers will be able to see how students have progressed 
throughout their coursework project. For example the student may be asked to discuss the topics 
covered in the assessment in order to authenticate their work. For example, students may be asked to 
explain the methodology behind their answers or respond to alternative questions on the topic. All 
efforts will be made to help the students feel at ease during these interviews with the knowledge that 
some find it easier than others to articulate their responses. If it is found, however, that the work is not 
authentic then the case will be treated as plagiarism. 

• If, after further investigation, it is clear that the student has plagiarised they will be given the opportunity 
to redraft the work in their own words and/or images and to properly acknowledge and credit, through 
direct quotes or otherwise, the original authors and/or sources. The work may then be re-submitted. 

• This offence is initially defined as a 'minor breach'; the student will be issued a first warning, which will 
also be communicated to their parents. 

• The parents will be sent an email to summarise the meeting and they will be sent a copy of this policy. 
• If the student continues to plagiarise despite a first warning, the student will be likely to face disciplinary 

action. This will usually involve remove from lessons for a period of time, with the student being set a 
restorative task on the subject of plagiarism. As a school, we would keep a record of such incidents. 

• Where suspected AI misuse or plagiarism involves assessed coursework, Non-Examined Assessments 
(NEAs) or public examinations, the following reporting pathway applies:  If the concern is identified 
BEFORE the student has signed the declaration of authentication: this must be dealt with under the 
school's internal malpractice procedures. It does not need to be reported to the awarding organisation. 
The student must not be permitted to sign the declaration until the concern has been resolved to the 
teacher's satisfaction. A member of SLT must be informed.  If the concern is identified AFTER the 
student has signed the declaration of authentication: the Head of Centre must report full details of the 
case to the relevant awarding organisation immediately, following the JCQ Suspected Malpractice: 
Policies and Procedures. In both cases, the incident must be logged internally. If a student is found to 
have committed malpractice, sanctions range from a warning to disqualification and debarment from 
examinations. 

 

The JCQ guidance on referencing can be found in the following: 
https://www.jcq.org.uk/exams-office/malpractice/plagiarism-in-assessments---guidance-for-teachers-
assessors/ 
https://www.jcq.org.uk/exams-office/malpractice/artificial-intelligence/ 

Appendix 5: Copy of Acceptable Use Policy (AUP) 
 

This policy outlines the appropriate use of digital technologies in school, including email, the Internet, the 
intranet, network resources, the learning platform, software, equipment, and systems. 



14 
 

 

1. General Use of Digital Technology 
• I will only use the school's digital technology resources and systems for professional purposes or for 

uses deemed 'reasonable' by the Head and Governing Body. 
• I will not engage in any online activity that may compromise my professional responsibilities. 

 

2. Password Security 
• I will not reveal my password(s) to anyone. 
• I will follow good practice advice in creating and using my password. If my password is compromised, I 

will change it immediately. 
• I will not use anyone else's password if they reveal it to me and will advise them to change it. 
• I understand that Two-Factor Authentication (2FA) is mandatory for access to school systems and will 

ensure it is set up where required. 
 

3. Data Security and Confidentiality 
• I will ensure that all documents, data, etc., are saved, accessed, and deleted in accordance with the 

school's network and data security and confidentiality protocols. 
• I will ensure that any confidential data I need to transport from one location to another is protected by 

encryption and that I follow school data security protocols. 
• I understand that data protection policy requires any staff or pupil information I access within the 

school's information management system to remain private and confidential, except where I am 
required by law to disclose such information to an appropriate authority. 

 

4. Use of AI 
• I understand that no confidential data or any personal data, which is any information relating to an 

identified or identifiable natural person ('data subject'), should be put into any AI tool. 
• I understand that any information/worksheet/data etc that I obtain using any AI tool needs to be verified 

by myself to ensure its accuracy and suitability. 
 

5. Use of Email and Communication Systems 
• I will only use the approved, secure email system(s) for any school business. 
• I will only use the approved school email, school learning platform, or other school-approved 

communication systems when communicating with pupils or parents/carers, and only for appropriate 
school business. 

 

6. Internet Usage and Online Conduct 
• I will not browse, download, or send material that could be considered offensive to colleagues. 
• I will report any accidental access to or receipt of inappropriate materials or any filtering breach to the 

appropriate line manager or designated school contact. 
• I will ensure that any private social networking sites, blogs, etc., that I create or actively contribute to are 

not confused with my professional role. 
 

7. Software and Device Security 
• I will not download any software or resources from the Internet that could compromise the network or 

that are not adequately licensed. 
• I will not publish or distribute work that is protected by copyright. 
• I will not connect any computer, laptop, or other device (including USB flash drives) to the 

network/Internet unless it has up-to-date antivirus software. 
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• I will ensure that any loaned equipment remains updated using the school's recommended antivirus, 
firewall, and other ICT defence systems. 

 

8. Use of Digital Media 
• I will not use personal digital cameras or camera phones to take or transfer images of pupils or staff 

without permission and will not store such images at home without permission. 
 

9. Remote Access and Use of School Resources 
• I agree and accept that any computer or laptop loaned to me by the school is provided solely to support 

my professional responsibilities. 
• I will notify the school of any 'significant personal use' as defined by HM Revenue & Customs. 
• I will access school resources remotely (e.g., from home) only through the approved school methods 

and will follow e-security protocols when accessing and interacting with these materials. 
 

10. Safeguarding and Child Protection 
• I will embed the school's e-safety curriculum into my teaching. 
• I will alert the school's Designated Senior Person for Safeguarding and Child Protection, Kate 

Steadman, if I feel the behaviour of any child I teach may be a cause for concern. 
• I understand that it is my duty to support a whole-school safeguarding approach and will report any 

behaviour (by staff or pupils) that I believe may be inappropriate or concerning to the Designated Senior 
Person for Safeguarding and Child Protection, Kate Steadman. 

 

11. Monitoring and Compliance 
• I will only use LA systems in accordance with corporate policies. 
• I understand that all Internet and network usage can be logged and that this information may be made 

available to my manager upon request. 
• I understand that failure to comply with this agreement could lead to disciplinary action. 
• I understand that it is my responsibility to ensure I remain up to date and that I read and understand the 

school's most recent e-safety policies. 
 

11. Agreement and Access Request 
• I wish to have an email account, be connected to the intranet & Internet, and be able to use the school's 

ICT resources and systems. 
 

Signature: ………………………………………………………………..   
Date: ……………………………………………………………………………….. 
Full Name: ……………………………………………………………….   Job 
Title: ………………………………………………………………………….. 
 

Authorised signature: 
Signature: ………………………………………………………………..   
Date: ……………………………………………………………………………….. 
Full Name: ………………………………………………………………. 

 


