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1. Introduction

Greenway Primary & Nursery School (‘the school’) recognises that artificial intelligence (Al)
technologies are increasingly present within education and wider society and that, when
used appropriately, they can support staff by reducing workload, repurposing time, and
enabling the creation and adaptation of teaching and learning materials, including to better
support pupils with SEND.

At the same time, the school acknowledges that the use of Al presents challenges and risks
that must be carefully managed. These include, but are not limited to, data protection and
privacy considerations, safeguarding risks, bias, intellectual property, and the potential
misuse or over-reliance on Al-generated content.

This policy sets out how the school will take a balanced and considered approach to the use
of Al. Al tools may be used by staff for defined purposes and within clear safeguards, using
only approved tools that have undergone appropriate due diligence. Human oversight
remains essential at all times, and responsibility for decisions and outputs always rests with
the user, not the technology.

In line with age restrictions imposed by most generative Al service providers, pupils are not
permitted to use generative Al tools for school-related activities, either in school or at home.
However, the school recognises the importance of educating pupils about Al as part of their
wider digital literacy and online safety education.

The school’s approach to Al is underpinned by its core principle that children are at the
centre of everything we do. All decisions relating to the adoption and use of Al technologies
will prioritise pupil safety, wellbeing, inclusion, and educational benefit, while ensuring
compliance with statutory guidance and data protection requirements.

2. Glossary/Definitions of Terms

For the purposes of this policy, the following definitions apply:

e Atrtificial Intelligence (Al)
The use of computer systems and algorithms to perform tasks that would normally
require human intelligence, such as analysing information, recognising patterns, or
generating content.

e Generative Al
A type of Al that can generate new content, such as text, images or code, based on
patterns learned from large datasets.

e Machine Learning (ML)
A subset of Al in which systems learn from data and improve their performance over
time without being explicitly programmed. In educational contexts, this may include
systems that adapt content or make recommendations based on prior use.

e Personal Data
Any information relating to an identified or identifiable living individual. This
includes, but is not limited to, names, contact details, online identifiers, photographs
and other information that can be linked to a person.

e Intellectual Property (IP)
Creations of the mind that are legally protected, including written work, images,



designs, lesson materials and other original content. In the context of Al, this
includes consideration of ownership, copyright, and the rights of others when using,
adapting or generating content with Al tools.

e Ethical Use
The use of Al in a way that respects individual rights, promotes fairness, avoids
discrimination, and includes appropriate human oversight and accountability.

3. Purpose of This Policy

The purpose of this policy is to ensure that Al technologies are used in a way that is safe,
ethical, proportionate and beneficial to the school community.

In particular, this policy aims to:

e set out the school’s policy with regard the use of Al in school for all stakeholders to
include staff, parents, pupils and governors;

e provide clear guidance for staff on the appropriate and responsible use of Al in
relation to teaching, learning, leadership, management and administrative activities

e enable the use of Al tools to repurpose staff time and reduce workload, while
maintaining high professional standards and human oversight

e support the creation and adaptation of teaching and learning materials, including
those designed to meet the needs of pupils with SEND

e ensure that the use of Al complies with UK GDPR, the Data Protection Act 2018, and
guidance from the Information Commissioner’s Office

o safeguard pupils by ensuring that Al tools are used in a manner consistent with
Keeping Children Safe in Education and the school’s wider safeguarding
arrangements

e promote ethical use, including awareness of bias, fairness, intellectual property,
transparency, and environmental considerations

¢ make clear that professional judgement and accountability always remain with staff,
and that Al tools are used to support—not replace—human decision-making

e encourage a culture of informed and reflective use of Al, recognising that this is a
rapidly evolving area and that practice will continue to develop over time

This policy is intended to support staff in making confident, well-informed decisions about Al
use, within a clear framework of expectations and safeguards.

4. Related Policies

This Al Policy operates as part of the school’s wider policy framework and should be read
alongside the following policies. Together, these ensure that the use of Al is safe, lawful,
ethical and consistent with the school’s expectations and statutory responsibilities:

o Data Protection Policy
This policy sets out how personal data is handled in accordance with UK GDPR and
the Data Protection Act 2018. It provides the framework for managing data
protection risks associated with the use of Al, including the completion of Data
Protection Impact Assessments (DPIAs) where required.



5.

Online Safety Policy

The Online Safety Policy supports a whole-school approach to managing online risks
and applies to the use of Al technologies accessed via digital systems. It includes
expectations around filtering, monitoring and safe use of online services.

Safeguarding Policy and Child Protection Policy

The Safeguarding Policy and Child Protection Policy underpin the school’s approach
to protecting pupils from harm. This Al Policy aligns with safeguarding arrangements
to ensure that the use of Al does not introduce new risks and that any concerns are
identified and addressed promptly.

Staff Code of Conduct

The Staff Code of Conduct outlines professional expectations for staff. The use of Al
tools must be consistent with these expectations, including professional judgement,
accountability and appropriate boundaries.

SEND Policy

The SEND Policy provides the framework for supporting pupils with additional needs.
Where Al is used to create or adapt resources, this policy ensures that practice
remains inclusive, appropriate and aligned with pupils’ individual needs.

Scope

This policy applies to all adults who work in, or on behalf of, the school and who may use Al
tools in connection with school-related activity.

This includes, but is not limited to:

Leadership, teaching and support staff, including teachers, teaching assistants,
administrative staff, technical staff and site staff

School governors, in their role providing strategic oversight and challenge
Peripatetic teachers, supply teachers and student teachers working within the school

Contractors, advisers and visitors who are granted access to the school’s IT systems
or digital services as part of their work

Volunteers supporting the work of the school

All individuals within the scope of this policy are expected to comply with its principles and
requirements when using Al tools for school-related purposes.

Pupils are not included within the scope of this policy as permitted users of generative Al
tools. Expectations regarding pupils, including restrictions on use and education about Al,
are set out elsewhere within this policy and within related safeguarding and online safety
arrangements.

6.

Roles and Responsibilities

The effective and responsible use of Al within the school relies on clear roles and
responsibilities. These are outlined below.

6.1 Headteacher



The Headteacher has overall responsibility for ensuring that this policy is
implemented effectively across the school. This includes:

¢ ensuring that the use of Al aligns with the school’s values, statutory duties
and safeguarding responsibilities

e ensuring that appropriate systems, training and oversight are in place

e supporting a culture of safe, ethical and informed use of Al

6.2 Senior Leadership Team
The Senior Leadership Team is responsible for:
e supporting the Headteacher in embedding this policy into day-to-day practice

e ensuring that Al use within their areas of responsibility is appropriate,
proportionate and aligned with this policy

e addressing concerns or issues relating to Al use promptly and appropriately

6.3 All staff
All staff are responsible for:
¢ reading, understanding and complying with this policy
e using Al tools responsibly and only for approved purposes
e maintaining professional judgement and human oversight at all times
¢ ensuring that personal data and pupil information are protected

e reporting any concerns, incidents or potential misuse of Al in line with school
procedures

6.4 Governing Body

The Governing Body is responsible for:
e providing strategic oversight of the school’s approach to Al
e approving and reviewing this policy on a regular basis

e ensuring that appropriate challenge and assurance are in place in relation to
safeguarding, data protection and risk management

6.5 Al Lead

The Al Lead (Alice Bado) is responsible for coordinating the school’s approach to Al.
This includes:

e acting as the main point of contact for Al-related matters
e supporting the development, implementation and review of this policy
e monitoring the use of approved Al tools within the school

e supporting staff understanding through guidance and training, as required
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creating an annual report to the Headteacher/Senior Leadership Team and the
Governing Body.

6.6 Data Protection Officer (DPO)
The Data Protection Officer is responsible for:
e advising the school on data protection obligations relating to the use of Al

e supporting and reviewing Data Protection Impact Assessments (DPIAs) where
required

e providing guidance on the lawful, fair and transparent processing of personal
data

e advising on and supporting the management of data protection incidents
related to Al use

6.7 Designated Safeguarding Lead (DSL)
The Designated Safeguarding Lead is responsible for:
e advising on safeguarding considerations related to the use of Al
e responding to safeguarding concerns arising from Al-related activity

e ensuring that Al use is consistent with the school’s safeguarding
arrangements and statutory guidance

Data Protection

The school is committed to protecting personal data and to complying with the UK General
Data Protection Regulation (UK GDPR), the Data Protection Act 2018, and guidance from the
Information Commissioner’s Office (ICO).

In line with this commitment, the school has adopted a clear and precautionary approach to
the use of generative Al tools:

Personal data, including pupil data, staff data and any other information relating to
an identified or identifiable individual, must never be uploaded to generative Al
tools.

This includes, but is not limited to, names, contact details, assessment information,
special category data, pupil work, staff records and any information that could
reasonably identify an individual.

The school recognises that many generative Al tools process data externally and may use
submitted information to improve or train their systems. To mitigate data protection and
privacy risks, staff must ensure that only anonymised, non-personal and non-identifiable
information is used when interacting with approved Al tools.

The school will:

adhere to the principles of data protection, ensuring that any processing of personal
data is lawful, fair and transparent

ensure that Al tools are used in a way that aligns with the school’s Data Protection
Policy



e carry out Data Protection Impact Assessments (DPIAs) where new technologies or
processes are introduced that could affect personal data, even where personal data
is not intended to be processed

e implement appropriate technical and organisational measures to protect personal
data, including access controls, secure systems and staff training

e ensure that all staff receive training on data protection responsibilities, including the
safe and appropriate use of Al tools

o follow established procedures for identifying, reporting and managing any actual or
suspected data protection incidents

Any concerns relating to data protection and the use of Al must be reported promptly in line
with the school’s data protection procedures.

8. Safeguarding

The school is committed to ensuring that Al tools are used in a way that safeguards pupils
and does not introduce additional risks to their wellbeing. This policy aligns with the school’s
Safeguarding and Child Protection Policies and statutory guidance, including Keeping
Children Safe in Education.

Although pupils are not permitted to use generative Al tools for school-related activities, the
school recognises that pupils may encounter Al-generated content online. Safeguarding
arrangements therefore take account of both direct and indirect risks associated with Al.

The school’s safeguarding approach to Al includes:

¢ ensuring that Al tools used by staff are selected carefully and are appropriate for use
within a school environment

e recognising risks associated with Al, including exposure to inappropriate content,
misinformation, deepfakes, impersonation and misuse of generated materials

e maintaining clear expectations that all Al-generated content is subject to human
oversight and professional judgement before use

The school uses RM SafetyNet to support the monitoring of activity on school devices. This
forms part of the school’s wider safeguarding and online safety arrangements and supports
the early identification of potentially concerning behaviour.

High-level filtering provision is in place to reduce the risk of users accessing harmful or
inappropriate content via school systems. Filtering and monitoring arrangements are
reviewed regularly as part of the school’s safeguarding processes.

Risk assessments are undertaken where appropriate to identify and mitigate potential
safeguarding risks associated with the use of Al tools. Mitigating actions may include
restricting access to certain tools or features, limiting use to approved purposes, and
ensuring staff are aware of emerging risks.

All staff receive safeguarding training, including induction and ongoing updates, which
reflects risks associated with digital technologies and Al. Supply staff, contractors and visitors
are made aware of relevant safeguarding procedures where they have access to school
systems.

Any safeguarding concerns relating to Al use must be reported in line with the school’s
safeguarding procedures.



9. Ethical Use

The school is committed to the ethical use of Al, ensuring that Al tools are used responsibly,
transparently and in a way that reflects the school’s values and professional standards.

The ethical use of Al at the school includes the following principles:

Human oversight and accountability

Al tools are used to support staff, not replace professional judgement. Responsibility
for decisions, actions and outcomes always remains with the user, not the
technology. All Al-generated content must be reviewed by a member of staff before
use.

Fairness and bias

The school recognises that Al systems can reflect or amplify bias present in their
training data. Staff are expected to use Al critically, be alert to potential bias, and
ensure that outputs are appropriate, inclusive and non-discriminatory.

Intellectual property

The school respects intellectual property rights when using Al tools. Staff must not
upload pupil work, staff work or third-party copyrighted materials in ways that
breach copyright or licensing requirements. Al tools must not be used in ways that
allow school content to be used to train external systems.

Transparency

The school is committed to being open about how and why Al tools are used to
support teaching, learning and school operations. This includes clear communication
with staff and, where appropriate, parents and carers.

Proportionate and responsible use

Al tools should be used only where there is a clear educational or operational
benefit. The school recognises the wider ethical considerations associated with Al,
including environmental impact, and seeks to use Al in a measured and responsible
way.

The ethical use of Al is supported through staff guidance, training and ongoing review of
practice.

10. List of Approved Tools

The school limits the use of Al tools to a defined list of approved tools. This ensures that
appropriate due diligence, safeguarding and data protection considerations can be applied
consistently.

Only the following Al tools are approved for use, and only where accessed via the education
version and logged in using a school account: Personal accounts must not be used for
school-related activity.

Google Gemini

Gemini tools within Google Classroom



¢ Google NotebookLM
e Microsoft Copilot
e Canva

No other Al tools may be used for school-related purposes without prior consultation with,
and approval from, the Al Lead.

This list reflects the tools approved at the time of writing. It will be reviewed and updated as
appropriate if other tools are deemed suitable following due diligence, risk assessment and
consideration of data protection and safeguarding requirements.

11. Staff Training

The school recognises that Al is a rapidly evolving area and that staff confidence and
understanding are essential to its safe and effective use.

Training and guidance relating to Al will be provided when necessary, for example:
¢ when new Al tools are introduced or approved for use
¢ when there are significant changes to functionality, risk, or guidance

¢ where monitoring, review or incidents indicate a need for further support or
clarification

12. Teaching Pupils About Al

While pupils are not permitted to use generative Al tools for school-related activities, either
in school or at home, the school recognises the importance of helping pupils understand Al
as part of their wider digital literacy and online safety education.

The school will:

e provide age-appropriate explanations of what Al is and how it is used, where
appropriate, through the computing curriculum and/or online safety education

¢ help pupils understand that many Al tools have age restrictions, typically requiring
users to be at least 13 years old, and that these restrictions exist to protect young
people

e support pupils to recognise potential risks associated with Al-generated content,
including misinformation and content that may not be reliable or appropriate

e ensure pupils know how to report any concerns related to Al or online content to a
trusted adult

Teaching about Al will be proportionate, age-appropriate and focused on helping pupils
become informed, safe and critical users of digital technologies, rather than users of
generative Al tools themselves.

13. Reporting Concerns/Incident Management
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The school recognises the importance of clear and timely reporting of any concerns or
incidents relating to the use of Al.

Al-related concerns will be managed in line with existing school procedures and policies,
rather than through separate or parallel processes.

o Data protection concerns
Any concerns or incidents relating to data protection, including actual or suspected
data breaches involving Al tools, must be reported without delay using the school’s
established data protection and data breach reporting procedures. These concerns
will be escalated to the Data Protection Officer (DPO) in line with the school’s Data
Protection Policy.

o Safeguarding concerns
Any safeguarding concerns arising from the use of Al, including concerns about
content, misuse, or potential harm to pupils, must be reported in line with the
school’s safeguarding procedures and escalated to the Designated Safeguarding Lead
(DSL).

e General concerns or misuse
Concerns about inappropriate or unauthorised use of Al tools should be raised with a
member of the Senior Leadership Team or the Al Lead, as appropriate.

All concerns and incidents will be managed, recorded and escalated in accordance with
existing school policies and procedures. Where necessary, actions may include review of
practice, additional guidance or training, and updates to approved tools or controls.

14. Monitoring and Review

The school is committed to ensuring that this Al Policy remains effective, proportionate and
responsive to developments in technology, guidance and practice.

The policy will be monitored and reviewed to ensure that:

o the use of Al remains aligned with the school’s values and priorities, including its
commitment to safeguarding and inclusion

e expectations set out in this policy are understood and applied consistently by staff
e any concerns, incidents or emerging risks are identified and addressed appropriately

Monitoring may include consideration of feedback from staff, review of incidents or
concerns, and reflection on how Al tools are being used in practice.

This policy will be reviewed annually, and more frequently where necessary, for example in
response to:

e changes in statutory guidance or advice from the Department for Education, the
Information Commissioner’s Office or other relevant bodies

¢ significant developments in Al technology that may affect schools
¢ theintroduction of new Al tools or changes to approved tools
e learning arising from incidents, concerns or review activity

Any updates to the policy will be approved through the appropriate governance processes
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and communicated clearly to staff. Records of reviews and amendments will be maintained.

15. Appendix A: Safe and Responsible Use of Al — Staff Checklist

Before using any Al tool for school-related activity, staff should pause and check the
following:

Approved tools and access
e [1Am | using an approved Al tool listed in the school’s Al Policy?
e [1Amllogged in using my school education account (not a personal account)?

e [1If I'munsure, have | checked with the Al Lead before proceeding?

@ Data protection and privacy
e [11have not entered any personal data, including pupil or staff information.
e [ have not uploaded pupil work, assessment information or identifiable examples.
e [1 Any content used is anonymised, non-identifiable and appropriate.

e [ 1lunderstand that personal data must never be uploaded to generative Al tools.

@ Professional judgement and oversight
e [11am using Al to support my work, not replace my professional judgement.
e [11have reviewed, checked and edited any Al-generated content before use.
e [11lam confident the output is accurate, appropriate and fit for purpose.

e« [l remain accountable for the final decision or material.

@ Ethical and inclusive use
e [11have considered whether the output could reflect bias or stereotypes.
e [11have checked that the content is inclusive and appropriate for pupils.

e [11lam not relying on Al for decisions that require human judgement or sensitivity.

© Intellectual property
e [11am not uploading copyrighted materials inappropriately.
e [1lam not allowing pupil or school work to be used to train Al systems.

e [ 1lunderstand that Al-generated content may still require careful use and
adaptation.

Q safeguarding and concerns
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I I have considered whether the use or output raises any safeguarding concerns.

1 1 know how to report concerns:
o safeguarding - DSL
o data protection - DPO

LI 1 will report concerns promptly, using existing school procedures.
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