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INTRODUCTION 
Parkgate House School recognises the increasing use and benefits of artificial intelligence (AI) 
technologies. AI is already a part of everyday life, from personalised suggestions on social media to 
route-planning apps. We understand the valuable potential that AI, including generative AI, holds 
for our school, as it can enhance pedagogical methods, customise learning experiences, and foster 
educational innovation. We also believe it can support staff in reducing workload. 
 
However, we are acutely aware of the risks posed by AI, including data protection breaches, 
copyright issues, ethical complications, and safeguarding concerns. Therefore, the aim of this policy 
is to establish clear guidelines for the ethical, secure, and responsible use of AI technologies across 
our whole school community. The safeguarding of pupils and staff will always be at the forefront of 
our policy and practice. This policy covers the use of AI tools by school staff, governors, and pupils, 
including generative chatbots such as ChatGPT and Google Gemini.  

KEY OBJECTIVES 
This policy aims to: 

• Guide the management and use of AI whilst ensuring the safeguarding of pupils. 
• Provide information on the use and implementation of AI. 
• Outline the appropriate use of AI within Parkgate House School. 
• Promote and ensure the ethical and legal use of artificial intelligence (AI). 
• Embrace the use of artificial intelligence (AI) in the teaching and learning of pupils at 

Parkgate House School. 
• Protect the privacy of data and comply with UK GDPR. 
• Support staff in exploring AI solutions to improve efficiency and reduce workload. 
• Prepare staff, governors, and pupils for a future in which AI technology will be an integral 

part of society. 
• Promote equity in education by using AI to address learning gaps and provide personalised 

support. 
Ensure that AI technologies are used ethically and responsibly by all staff and pupils. 

DEFINITIONS 
• Artificial Intelligence (AI): Refers to technology that can make computers learn and have 

human-like intelligence. A machine can be programmed to perform human-like tasks, based 
on the information it takes from its surroundings and from previous experience. AI is able to 
process language, learn, and problem-solve. 

• Bias: Some information on the Internet is influenced by the opinion of the creator and is 
therefore biased. AI tools can perpetuate existing biases, particularly towards protected 
characteristics. 

• Copyright: A law that prevents people from copying the creative work of others without 
their permission. 

• Generative AI: A tool that can create text, images, or videos based on the input it receives. 
Examples include chatbots (e.g., ChatGPT, Google Gemini) and text-to-image programs 
(e.g., DALL-E, Midjourney). 

• Open Generative AI Tools: These are accessible and modifiable by anyone. They may store, 
share, or learn from the information entered into them, including personal or sensitive 
information. 

• Closed Generative AI Tools: These are generally more secure, as external parties cannot 
access the data you input. 

• Stakeholders: People who are involved in the school setting, such as staff, pupils, parents, 
and governors 
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REGULATORY PRINCIPLES 
Parkgate House School adheres to the five principles for AI regulation set out by the Department for 
Science, Innovation and Technology, and the Office for Artificial Intelligence: 
 
1. Safety, security and robustness: We will ensure that AI solutions are secure and safe for users and 
protect users’ data. We will ensure we can identify and rectify bias or error, and anticipate threats 
such as hacking. 
2. Appropriate transparency and explainability: We will be transparent about our use of AI, and 
make sure we understand the suggestions it makes. 
3. Fairness: We will only use AI solutions that are ethically appropriate, equitable, and free from 
prejudice. We will consider any bias relating to small groups and protected characteristics, monitor 
bias closely, and correct problems where appropriate. 
4. Accountability and governance: We will ensure that staff have clear roles and responsibilities in 
relation to the monitoring, evaluation, maintenance, and use of AI. 
5. Contestability and redress: We will make sure that staff are empowered to correct and overrule AI 
suggestions, ensuring decisions are made by the human user. We will allow and respond 
appropriately to concerns and complaints where AI may have caused error resulting in adverse 
consequences or unfair treatment. 

USES OF ARTIFICIAL INTELLIGENCE IN PARKGATE HOUSE SCHOOL 
 
Parkgate House School recognises the valuable role AI can play in enhancing teaching and learning, 
as well as supporting staff efficiency.  
 

For Pupils: 
• AI tools can offer learning experiences that are personalised to individual pupils. 
• Adaptive learning platforms can adjust the difficulty and content of learning based on a pupil’s 
performance. 
• Intelligent tutoring systems can provide personalised feedback and guidance. 
• Interactive educational games can adapt challenges to individual learning needs. 
• As a research tool to help them find out about new topics and ideas. 
• When specifically studying and discussing AI in schoolwork, for example in IT lessons. 
 

For Staff: 
• AI tools can support teaching staff in the organisation and creation of teaching and learning 
materials. 
• AI tools can support teaching staff with the collection, analysis, and tracking of educational data. 
• Resource creation tools powered by AI can be used to create lesson plans and resources for 
individuals or groups of pupils. 
• AI tools can be used to analyse assessment data and identify areas for improvement. 
• AI can help staff with administrative tasks such as creating a comment bank for reports, generating 
ideas for fundraising, or writing quiz questions. 
Parkgate House School maintains a record of approved AI tools and software, which staff must 
consult before use (see Appendix 1). 
 

RESPONSIBLE AND ETHICAL USE OF ARTIFICIAL INTELLIGENCE 
 
Parkgate House School is committed to ensuring that all AI tools are used responsibly and ethically. 
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• Licensed and Approved Tools: All AI tools and software used by staff and pupils must be 
licensed and approved by the school. Staff must consult the record of approved AI tools 
and software before use. 

• Transparency of Use: Staff must clearly indicate where, when, and how AI is being used. 
Documents, emails, and presentations influenced by AI should include clear labels or notes 
indicating AI assistance. 

• Bias and Accuracy: Parkgate House School will check and approve AI tools and software for 
potential biases. We are aware that AI tools can perpetuate existing biases, and therefore, 
critical thought must be applied to all outputs. Staff must check that information provided 
by AI tools and software is accurate and factually correct. 

• Human Oversight: AI should assist, not replace, human decision-making. Staff must ensure 
that final judgments, particularly those affecting people, are made by humans and critically 
evaluate AI-generated outputs. Staff are empowered to correct and overrule AI suggestions. 

• Intellectual Property (IP) and Copyright: We will ensure that when AI is used, it will not 
infringe copyright or intellectual property conventions. Staff must respect copyright and 
ethical standards when uploading content to prompt AI output. Pupils own the intellectual 
property rights to original content they create. Pupils’ work must not be used by staff to 
train generative AI models without appropriate consent or exemption to copyright. If pupils 
are too young to give consent, permission from parents/carers must be obtained. 

• Ethical Standards: All AI tools and software used must comply with ethical standards in 
education and our setting. Staff and governors must not generate content to impersonate, 
bully, or harass another person, or generate explicit or offensive content, nor input 
offensive, discriminatory, or inappropriate content as a prompt. 

SAFEGUARDING 
 
Parkgate House School takes a proactive approach to addressing safeguarding risks associated with 
the use of AI tools and software. This includes risks related to deep fakes and impersonation, 
bullying, grooming, and exploitation. 
 
Our Designated Safeguarding Lead (DSL) is responsible for monitoring and advising on our 
compliance with safeguarding requirements, including: 
 

• Being aware of new and emerging safeguarding threats posed by AI. 
• Updating and delivering staff training on AI safeguarding threats. 
• Responding to safeguarding incidents in line with Keeping Children Safe in Education and 

the school’s child protection and safeguarding policy. 
• Understanding the filtering and monitoring systems and processes in place on school 

devices. 
• Potential safeguarding concerns arising from AI use include cyberbullying, emotional 

manipulation, inappropriate content, mental health impacts, bias, and misuse such as 
generating explicit images. All staff have a responsibility to report any safeguarding 
concerns to the DSL immediately. 

• Transparency to Stakeholders 
• Parkgate House School believes in transparent communication regarding the use of AI. 
• The where, when, how, and why AI will be used will be communicated with pupils, parents, 

and governors. 
• We will provide clear information to all relevant parties about what data is being collected 

and levels of access. 
• We will keep members of the school community up to date on the use of AI technologies 

for educational purposes. 
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• Feedback from pupils, parents/carers, and staff will be considered in the ongoing evaluation 
and development of AI use in school. 

• Parents and carers will be made aware of how AI is used in school and will receive guidance 
on good practice and risks of misuse. We will engage parents and carers through regular 
sessions, newsletters, website information, social media, and curriculum information. 

MANAGEMENT OF DATA 
Parkgate House School is committed to ensuring full compliance with UK GDPR and Data Protection 
Act 2018 when using AI tools and software. 
 

• GDPR Compliance: We will ensure all AI tools and software are GDPR compliant and have 
data protection features that comply with GDPR requirements. Regular checks of AI tools 
and software will be conducted to ensure full GDPR compliance. 

• Consent: We will obtain consent from all related parties for the purposes of data collection. 
This is especially crucial for pupils’ intellectual property. 

• Sensitive Information: Never enter sensitive information into an AI tool. Staff must ensure 
there is no identifiable information included in what they put into open generative AI tools. 
Staff should only input anonymized data. Staff must not input sensitive information, internal 
documents, or strategic plans into third-party AI tools unless explicitly vetted. 

• Data Subject Rights: All AI tools and software used must allow data subjects the rights to 
access, amend, and erase their personal data. 

• Training: Regular training will be provided for all related parties in GDPR compliance. 
• Data Breaches: An incident record will be kept, and any data or GDPR breaches will be 

addressed promptly. If personal or sensitive data is entered into an unauthorised generative 
AI tool, Parkgate House School will treat this as a data breach and follow the personal data 
breach procedure outlined in our data protection policy. 

IMPLEMENTATION AND ACCOUNTABILITY 
 
Clear roles and responsibilities are essential for the effective and ethical implementation of AI at 
Parkgate House School. 
 

• The Principal: The Principal holds overall responsibility for monitoring this policy and holding 
the Headteacher to account. They ensure appropriate support for informed decisions 
regarding AI use and adhere to data protection guidelines. 

• Headteacher: The Headteacher is responsible for the day-to-day leadership and 
management of AI use, ensuring policy compliance, reviewing the policy annually, and 
signing off on approved AI uses and new tools, responsible for the implementation of AI 
tools, evaluating their value, ensuring compliance, and arranging training. 

• Data Protection Officer (DPO): is responsible for monitoring and advising on data protection 
compliance, including in relation to AI. 

• Designated Safeguarding Lead (DSL): is responsible for monitoring and advising on 
safeguarding requirements related to AI, including new threats and incident response. 

• All Staff: All staff are encouraged to explore approved AI tools to improve pupil outcomes 
and reduce workload. They must follow policy guidelines, seek advice from DPO/IT lead 
report safeguarding concerns, check tool types (open/closed), ensure no identifiable 
information in open tools, acknowledge AI use, and fact-check results. All staff play a role in 
guiding pupils to understand AI benefits, risks, and limitations. 

• Technical Staff / IT Leads: Provide technical support and guidance, particularly concerning 
cybersecurity and the effectiveness of filtering and monitoring systems. 
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EDUCATING PUPILS ABOUT AI 
 
Parkgate House School acknowledges that pupils benefit from a knowledge-rich curriculum that 
allows them to become well-informed users of technology and understand its impact on society. We 
recognise the importance of equipping pupils with the knowledge, skills, and strategies to engage 
responsibly with AI tools. Our curriculum will teach pupils about the potential benefits of using AI 
tools to aid their learning, while also covering subjects such as: 
 

• Creating and using digital content safely and responsibly. 
• The limitations, reliability, and potential bias of generative AI. 
• How information on the internet is organised and ranked. 
• Online safety to protect against harmful or misleading content. This knowledge will be 

delivered wherever relevant within the curriculum, including Computing, PHSE, and cross-
curricular programmes. We will also have open dialogues with pupils about how and when 
AI tools can and cannot be used. 

USE OF AI BY PUPILS 
Parkgate House School recognises that AI has many uses to help pupils learn. Pupils may use AI 
tools: 

• As a research tool to help them find out about new topics and ideas. 
• When specifically studying and discussing AI in schoolwork, for example in IT lessons. 
• To gain feedback on their own work, with teacher guidance. 
• All AI-generated content must be properly attributed and appropriate for the pupils’ age 

and educational needs. Where AI tools have been used as a source of information, pupils 
should reference their use of AI, showing the name of the AI source and the date the 
content was generated. 

 
Pupils may not use AI tools: 

• During assessments, including internal and external assessments, and coursework. 
• To write their homework or class assignments, where AI-generated text is presented as their 

own work. 
• To complete their homework, where AI is used to answer questions set (e.g., maths 

calculations) and is presented as their own work. 
• To generate content to impersonate, bully, or harass another person. 
• To generate or share explicit or offensive content, including inappropriate or sexualised 

images of pupils. 
• To input offensive, discriminatory, or inappropriate content as a prompt. 
• Any unattributed use of AI-generated text or imagery will be considered plagiarism, and our 

school’s plagiarism procedures will be followed. 
 

FORMAL ASSESSMENTS 
Parkgate House School will continue to take reasonable steps to prevent malpractice involving the 
use of generative AI in assessments. We will follow the latest guidance published by the Joint 
Council for Qualifications (JCQ) on AI use in assessments. AI misuse, such as a pupil submitting AI-
written work as their own, is classified as malpractice. Our definitions of plagiarism will be updated 
to reflect this. 
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STAFF TRAINING 
Parkgate House School is committed to providing comprehensive training to all staff on the 
effective, responsible, and ethical use of AI technologies in education. 

• Regular Training: Staff will receive regular training on how to use AI tools and software 
effectively. 

• AI Literacy: Training will equip educators with the knowledge and skills to integrate AI tools 
responsibly into teaching, learning, and administrative processes, fostering AI literacy. 

• Risk Mitigation: Staff training will cover identifying, assessing, and mitigating risks 
associated with AI technologies, including biased algorithms, privacy breaches, and harmful 
content. 

• Data Protection: Training will ensure staff are compliant with UK GDPR and other relevant 
regulations when using AI systems. 

• Ethical Practices: Training will promote ethical practices in AI use, contributing to equity, 
fairness, and inclusivity. 

• Safeguarding Integration: AI-related risks and safeguards will be integrated into annual 
safeguarding training, aligning with statutory guidance such as Keeping Learners Safe. 

• Teaching Pupils: Educators will be empowered to teach pupils about the safe and ethical 
use of AI. 

 

REFERRAL TO OUR CHILD PROTECTION AND SAFEGUARDING POLICY 
 
Parkgate House School acknowledges that the use of generative AI may lead to safeguarding 
concerns, including, but not limited to: sexual grooming, sexual harassment, sexual extortion, child 
sexual abuse/exploitation material, harmful content, harmful advertisements and promotions, and 
bullying. 
 

• Where there are safeguarding concerns arising from the use of generative AI, a report must 
be made to the DSL immediately. 

• Any such incident will be dealt with according to the procedures set out in the school’s child 
protection and safeguarding policy and child protection referral process. 

• All AI incidents (including data breaches and/or inappropriate outputs) must be reported 
promptly to the relevant internal teams to mitigate risks and facilitate a prompt response. 

• Where relevant/required, incidents will be reported to external agencies (e.g., Police, 
LADO, DPO, ICO). 

BREACH OF THIS POLICY 
 
Any breach of this policy will be taken seriously and dealt with appropriately. 
 
• By Staff: Breach of this policy by staff will be dealt with in line with our staff code of conduct. 
Disciplinary action may be taken whether the breach occurs during or outside of working hours, on an 
individual’s own device or a school device, or from any location. Staff will be required to cooperate 
with any investigation, which may involve providing access to the AI application or relevant login 
details. Any breach must be reported to the Headteacher immediately. 

• By Pupils: Any breach of this policy by a pupil will be dealt with in line with our behaviour 
policy and, if required, our child protection and safeguarding policy. Misuse of AI could lead 
to disciplinary actions, including warnings, suspension, or referral to appropriate authorities. 
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MONITORING AND REVIEW 
 
AI technology, and the benefits, risks, and harms related to it, evolves and changes rapidly. 

• This policy is a live document that will be regularly reviewed and updated by the online 
safety coordinator to align with emerging best practices, technological advancements, and 
changes in regulations. 

• The policy will be shared at least annually. 
• The headteacher will monitor the effectiveness of AI usage across the school. 
• Feedback from pupils, parents/carers, and staff will be considered in the ongoing evaluation 

and development of AI use in school. 
 

LINKS WITH OTHER POLICIES 
This AI policy is intrinsically linked to and should be read in conjunction with our other school 
policies, including but not limited to: 
 

• Data Protection Policy 
• Safeguarding/Child Protection Policy 
• Assessment Policy 
• Homework Policy 
• Behaviour Policy 
• Staff Code of Conduct 
• Online Safety Policy 
• Acceptable Use Agreements 
• Equality Policy 
• Curriculum Policies 

CONCLUSION 
 
Parkgate House School recognises the benefits of using artificial intelligence (AI) in its setting and is 
committed to providing a safe and enriching environment for its pupils and staff. The information 
outlined in this policy is in place to ensure safeguarding, ethical standards, and responsible 
innovation. We are dedicated to educating our community about AI, harnessing its potential while 
mitigating its risks, and preparing our pupils for a future where AI will be an integral part of their 
lives. 
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APPENDIX 1: APPROVED USES OF AI TOOLS 
 
This appendix will be a separate, living document updated as new AI tools are approved. It will 
outline specific AI tools approved for use at Parkgate House School, who is approved to use them, 
and for what specific purposes. 
 
Approved AI Tools Approved For Approved Uses 

ChatGPT  Teachers 

Lesson planning, drafting 
letters/communications, resource 
adaptation (must be reviewed before 
sharing). 

Poe Teachers 
Exploring multiple AI models for 
curriculum research and resource 
generation (staff use only). 

NotebookLM (Google) Teachers 
Summarising and organising teaching 
materials; generating study guides for 
staff reference. 

Microsoft Copilot (Education 
account) Teachers 

Resource creation, planning, and 
admin support (emails, reports, 
document drafting). 

Qwen / DeepSeek / 
Perplexity / Storm (Research-
focused LLMs) 

Teachers 
Researching curriculum topics, 
generating background content for 
staff (not for direct pupil use). 

Suno (Music AI) Teachers & Pupils 
(supervised) 

Creating simple, safe backing tracks or 
soundscapes for assemblies, drama, 
and creative projects. 

Ideogram / Leonardo AI / 
Runway ML / Skybox / 
Microsoft Designer 

Teachers 

Creating safe visuals, classroom 
displays, and curriculum-linked 
illustrations (must avoid inappropriate 
prompts). 

Eleven Labs (Text-to-Speech) Teachers & Pupils 
(supervised) 

Creating high-quality audio narrations 
for stories, supporting EAL and SEND 
accessibility. 

Canva (Education edition) Teachers & Pupils 
(supervised) 

Designing posters, presentations, and 
classroom materials (AI image/text 
functions only used under staff 
oversight). 

Teachmate / Aristotal / 
TeacherMatic Teachers Teacher productivity: generating lesson 

plans, quizzes, and marking rubrics. 

Oak Academy Alia Teachers & Pupils 
(supervised) 

Guided support for revision, 
personalised explanations, and practice 
tasks. 

Diffit for Teachers Teachers 
Differentiating texts by reading level; 
creating simplified versions of 
resources. 

Glasp / YouTube Summary Teachers 
Summarising academic articles or 
educational videos for lesson prep (not 
for unsupervised pupil use). 

QuizRise / Brisk Teaching Teachers Generating quizzes, comprehension 
checks, and classroom activities. 
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This policy will be disseminated to all staff, governors, and parents, and discussed with pupils in an 
age-appropriate manner to ensure a shared understanding and commitment to its principles. 
 
 
 
 
Policy Review 
This Policy is part of an evolving process and our focus will therefore change according to the 
changing needs of the pupils. This policy will be reviewed annually. 
 
 
Policy Reviewer: 
 

Deputy Head  

Date of Policy Review: 
 

September 2025 

Date of Next Policy Review: 
 

September 2026 
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