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AI Governance Educational Institutions

Note: Studyblaze.io provides this template and framework for implementing AI policies in
educational institutions. It is a starting point and should only be used with legal guidance.
Customize each section based on your school's needs, resources, and culture. Text in
[brackets] should be replaced with your institution's specific information.

Quick Start Implementation Guide

Form an AI Policy Committee (suggested members: administrators, teachers, IT

staff, student representatives)

Review and customize each section for your institution

Get approval from relevant stakeholders

Create training materials

Roll out in phases (start with teacher training, then classroom implementation)

1. Purpose and Scope of AI Usage

The foundation of an effective AI policy lies in clearly defined objectives. Your
committee should outline specific educational goals that AI implementation will
address, identify all stakeholders who will be affected by or interact with AI systems,
and establish measurable outcomes to gauge success. This groundwork ensures that
AI implementation aligns with your institution's educational mission.

Template Text: [School Name] recognizes AI as a powerful tool for enhancing educational
outcomes. This policy governs the use of AI technologies across all educational and
administrative functions within our institution. It applies to all members of our
educational community and covers both in-person and remote learning environments.
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Example:

● Objectives:
○ Enhance personalized learning
○ Support teacher productivity
○ Improve student engagement
○ Streamline administrative tasks

● Contexts:
○ In-classroom instruction
○ Remote learning sessions
○ Homework assignments
○ Administrative processes

2. Acceptable and Unacceptable Uses of AI

Establishing clear boundaries for AI usage is crucial for maintaining educational
integrity. Your institution should carefully evaluate each AI tool and create
comprehensive guidelines that specify appropriate uses while clearly defining
restrictions. This framework should be flexible enough to accommodate technological
advances while maintaining educational standards.

Template Text: Our institution supports the integration of AI tools that enhance learning
outcomes and teaching efficiency. Each approved AI tool must undergo evaluation for
educational value, security, and ethical considerations. Teachers and students receive
specific guidance on appropriate use cases, with clear distinctions between permitted
and restricted activities.

Example:

● Approved Teacher Uses:
○ Lesson planning assistance
○ Assignment differentiation
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○ Resource creation
○ Formative assessment generation

● Prohibited Teacher Uses:
○ Automated final grading
○ Student evaluation decisions
○ Parent communication automation
○ Behavioral assessments

● Approved Student Uses:
○ Writing feedback
○ Math problem practice
○ Research Assistance
○ Language learning support

● Prohibited Student Uses:
○ Complete assignment generation
○ Test-taking assistance
○ Homework automation
○ Project completion

3. Academic Integrity and Plagiarism

Academic integrity in the age of AI requires a balanced approach that acknowledges AI
as a learning tool while maintaining educational standards. Develop clear guidelines for
AI attribution, implement reliable detection systems, and create a fair process for
handling violations. Focus on education and prevention rather than purely punitive
measures.

Template Text: Our academic integrity policy addresses AI usage through clear guidelines
for attribution and appropriate use. Students must understand when and how to cite AI
assistance in their work. The policy emphasizes learning and growth while maintaining
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academic standards through consistent enforcement and clear consequences for
violations.

Example:

● Citation Requirements:
○ Tool name and purpose
○ Extent of AI assistance
○ Student's original contribution
○ Assignment context

● Violation Responses:
○ Level 1: Unintentional - Education and warning
○ Level 2: Minor - Assignment revision required
○ Level 3: Serious - Academic review
○ Level 4: Severe - Disciplinary action

4. Transparency and Disclosure Requirements

Transparency builds trust in AI implementation. Create straightforward disclosure
procedures that are easy to follow and understand. Regular communication about AI
usage helps normalize appropriate AI integration while maintaining educational
integrity. Develop clear documentation requirements that don't overwhelm users but
ensure accountability.

Template Text: [School Name] maintains transparency in AI usage through consistent
disclosure practices. All stakeholders must understand when and how AI tools are being
used in educational processes. This includes clear communication about AI-assisted
content creation, grading support, and learning tools. Regular updates keep our
community informed about new AI implementations and changes to existing systems.

Example:
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● Required Teacher Disclosures:
○ AI use in lesson materials
○ Assessment assistance
○ Content generation
○ Feedback tools

● Required Student Disclosures:
○ Homework assistance
○ Project support
○ Research help
○ Writing assistance

5. Privacy and Data Protection

Protecting student and staff data requires robust security measures and clear
protocols. Establish comprehensive data handling procedures that comply with
educational privacy laws while enabling effective AI implementation. Regular review and
updates ensure continued compliance with evolving privacy regulations.

Template Text: Our institution prioritizes data privacy in all AI implementations. We
maintain strict protocols for data collection, storage, and usage that comply with all
relevant educational privacy laws. Clear consent procedures ensure stakeholders
understand and approve of data usage, with opt-out options readily available.

Example:

● Protected Data Categories:
○ Student personal information
○ Academic records
○ Behavioral data
○ Usage patterns

● Required Permissions:
○ Parent/guardian consent
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○ Student agreement (13+)
○ Staff data handling
○ Third-party access

6. Bias and Fairness

Incorporate fairness into all aspects of AI deployment by establishing dedicated
protocols that address equity and inclusivity. Set up procedures to identify potential
biases, regularly evaluate algorithmic outputs, and ensure alignment with fairness
standards. Continuous monitoring and intervention points should be embedded within
the AI system to maintain unbiased and equitable outcomes.

Template Text: Our institution is committed to maintaining fairness in AI applications,
emphasizing inclusive and unbiased outcomes. To ensure this, we employ a
comprehensive bias prevention plan, including regular reviews and intervention points for
any detected discrepancies. Our approach guarantees that accessibility needs are
integrated, with accommodations available as required to support all user groups.

Examples:

Regular Checks:
● Monthly bias audits
● Quarterly reviews of outcomes by demographic groups
● Continuous accessibility testing

Required Features:
● Multiple language support for diverse student populations
● Built-in accessibility tools for users with disabilities
● Cultural sensitivity settings for a global learning environment
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7. Security and Confidentiality

To protect sensitive data, implement advanced security measures by establishing strict
access controls and developing comprehensive security protocols. Regularly monitor
the system for any security vulnerabilities and update protocols as necessary to
safeguard confidentiality.

Data security is at the forefront of our AI integration efforts, supported by carefully
defined access levels and robust protection methods. We prioritize confidentiality with
measures like encryption, multi-factor authentication, and frequent audits to maintain a
secure environment for all users.

Example

Access Levels:
- Admin - Full system access
- Teacher - Access limited to class-specific data
- Student - Access restricted to personal information only

Security Measures:
- Data encryption for secure storage and transmission
- Two-factor authentication for all system access
- Regular audits to identify and resolve potential vulnerabilities

8. Training and Support

Develop and implement a structured training program to ensure users understand AI
tools and can fully benefit from them. Create accessible training materials, organize
periodic sessions, and provide on-demand resources that foster continued learning and
adaptability.
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Template Text: Our institution provides comprehensive training to equip staff and
students with the skills needed to effectively use AI tools. We offer a structured schedule
covering AI fundamentals, tool-specific training, and integration techniques. Various
support resources, including online tutorials and a help desk, are available for ongoing
assistance.

Example

Training Schedule:
- Week 1: Introduction to AI principles
- Week 2: Tool-specific training and best practices
- Week 3: Practical integration methods
- Monthly: Updates on new features and enhancements

Support Options:
- 24/7 Help desk support
- Online knowledge base and tutorial videos
- Peer mentors available for one-on-one assistance

9. Accountability and Responsibility

Define clear accountability structures for AI implementation by assigning roles and
responsibilities across the institution. Establish oversight mechanisms to track usage
and ensure adherence to AI policies, with designated personnel monitoring performance
and managing compliance.

Template Text: Our institution has established specific roles and responsibilities within
our AI framework to ensure responsible AI usage. Accountability is built through a
structured hierarchy, with each role having clearly defined duties. Regular reviews and
usage assessments foster transparency and uphold our commitment to ethical AI usage.
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Example

Key Roles:
- AI Coordinator - Oversees implementation and adherence to standards
- Department Leads - Manage departmental usage and support
- Tech Support - Provides technical assistance and maintenance
- Student Advisors - Offer guidance and address user feedback

Review Schedule:
- Weekly: Operational checks of AI tools
- Monthly: Usage analysis to identify trends
- Quarterly: Comprehensive assessment of effectiveness and adherence

10. Periodic Review and Updates

Implement a structured review process with periodic assessments of AI policies and
practices. Set a clear schedule for updates, ensuring the AI system remains effective
and aligned with evolving standards. Facilitate user feedback to drive continuous
improvement and responsiveness.

Template Text:We maintain an ongoing review schedule to ensure our AI system remains
current and effective. Scheduled updates and feedback channels allow us to adapt to
changing needs and incorporate user insights. Regular evaluations across technical,
policy, and user experience areas keep our system optimized for learning and
development.

Example

Review Cycles:
● Monthly: Technical updates for system performance
● Quarterly: Policy adjustments based on usage data
● Annually: Complete system evaluation for long-term effectiveness
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Feedback Channels:
● Anonymous online feedback forms for user input
● Biannual surveys to assess satisfaction and gather suggestions
● Focus groups to gather detailed insights

Implementation Checklist

Phase 1: Preparation (1-2 months)
□ Form AI committee
□ Customize policy sections
□ Create training materials
□ Set up monitoring systems

Phase 2: Pilot (2-3 months)
□ Train pilot group
□ Test implementations
□ Gather feedback
□ Adjust procedures

Phase 3: Full Implementation (3-4 months)
□ Complete staff training
□ Roll out to all classes
□Monitor and support
□ Regular reviews

Required Templates and Forms
1. AI Use Disclosure Form
2. Parent/Guardian Consent Form
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3. Student AI Agreement
4. Teacher Usage Log
5. Incident Report Form
6. Training Completion Record
7. Tool Request Form
8. Policy Acknowledgment Form

Customization Notes
Replace all [bracketed text] with your institution's specific information
Add or remove sections based on your needs
Update examples to match your context
Adjust implementation timeline to your schedule

Your legal team should review this template and modify it to comply with local
education laws and regulations. As AI technology evolves, regular updates are
recommended.
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