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1. Vision and Scope 

Kirkbie Kendal School is committed to the strategic and ethical use of generative AI to enhance high-
quality teaching and learning while reducing staff workload. Our vision is to empower our school 
community by developing AI literacy and fostering the critical thinking skills required for a world in 
which AI is increasingly embedded. 

AI will be used to support, not replace, human expertise and professional judgement. The school will 
model responsible, transparent, and ethical use of AI at all times. 

This policy applies to all staff and students. It governs the use of generative AI tools, defined as 
systems capable of producing new content such as text, images, or code, across all school-related 
activities including teaching, learning, administration, and support functions. 

Definitions 

The school uses the following distinction to guide safe AI use: 

• Unapproved (Public) AI Tools: Consumer-facing tools where data privacy and security are 
not guaranteed by school agreements. These must not be used with personal or sensitive 
data.  

• Approved (School-Authorised) AI Tools: Secure tools approved for use within the school 
environment. At Kirkbie Kendal School, these are:  

• Google Gemini  

• NotebookLM  

 
2. Legislation and Guidance 

This policy is informed by current legislation and national guidance, including: 

• AI Regulation White Paper (DSIT & Office for AI)  

• DfE guidance on the safe and effective use of AI in education  

• DfE Generative AI product safety expectations  

• DfE guidance on generative AI and data protection in schools  

• Keeping Children Safe in Education (KCSIE)  

• UK General Data Protection Regulation (UK GDPR)  

• Data Protection Act 2018  

 

3. Key Principles 

All AI use at Kirkbie Kendal School is guided by the following principles: 

3.1 Safety, Security and Resilience 

AI tools must be safe, secure, and appropriate for educational use. Systems must protect personal 
data, intellectual property, and be resilient against misuse or security risks. 

3.2 Transparency and Openness 

The school will be open about where and how AI is used. Communication with staff, students, 
parents, and stakeholders will be clear and transparent. 
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3.3 Fairness and Inclusion 

AI will be used in a fair and inclusive way. Users must be aware of potential bias and ensure AI 
supports equal access to learning opportunities. 

3.4 Accountability and Oversight 

Clear responsibility for AI use will be maintained at all levels of the organisation. AI use will be 
monitored and reviewed appropriately. 

3.5 Human Judgement and Challenge 

Human judgement remains central. Staff are fully accountable for AI-assisted decisions, and there 
are clear routes for raising concerns or challenging outcomes. 

 

4. Roles and Responsibilities 

AI Lead 

Oversees the operational use of AI across the school and supports leadership in ensuring safe, 
effective, and ethical use. Our generative AI lead is responsible for supporting the Deputy 
Headteacher of Curriculum with the day-to-day leadership, ownership and management of AI across 
our schools. 

Our AI Lead is Matthew Towers who is contactable on mtowers@kksa.co.uk 

Governing Board 

Provides strategic oversight of AI use and ensures compliance with this policy. Members must 
ensure no personal data is entered into AI tools and that outputs are checked for accuracy. 

Headteacher and Deputy Headteacher (Curriculum) 

Responsible for the leadership and management of AI across the school. The Headteacher: 

• Approves new AI uses and tools  

• Works with the AI Lead, DPO and Dept Headteacher 

• Ensures staff training is in place  

• Ensures compliance with safeguarding and data protection requirements  

• Keeps the policy under review  

Data Protection Officer (DPO) 

Provides guidance on compliance with data protection law and safe handling of information. 

Designated Safeguarding Lead (DSL) 

Ensures AI use aligns with safeguarding requirements and responds to any AI-related safeguarding 
concerns. 

All Staff 

Staff must: 

• Use only approved AI tools (Gemini and NotebookLM)  
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• Avoid entering personal, sensitive, or confidential data (including pupil names, assessment 
data, reports, or images)  

• Check whether tools are appropriate for use  

• Critically review and fact-check AI outputs  

• Retain full responsibility for all final work  

• Support pupils in understanding AI risks and benefits  

Pupils 

Pupils must use AI responsibly, safely, and only under school guidance. 

 
5. How AI is Used Across the School 

5.1 Permitted Uses of AI Tools 

AI is used to support staff workload, enhance teaching and learning, and improve efficiency. It may 
assist with planning, resource creation, assessment support, writing, and summarisation tasks. 

Approved tools are: 

• Google Gemini  

• NotebookLM  

These tools may be used to generate ideas, adapt materials, support assessment, draft documents, 
and summarise information. 

All users must ensure that: 

• AI is only used where appropriate for the task  

• No personal, sensitive, or confidential data is entered  

• Outputs are reviewed, checked, and edited before use  

• AI use is acknowledged where appropriate  

• Staff remain fully responsible for final outputs  

• AI-generated content is only shared once verified for accuracy  

Approval does not mean AI is suitable for all tasks, and professional judgement must always be 
applied. 

5.2 Approving New AI Uses and Tools 

Staff may suggest new AI uses to support learning and workload reduction. These must be 
discussed with the Headteacher. 

The Headteacher and Deputy Headteacher is responsible for approving: 

• New uses of AI  

• Any additional AI tools  

Decisions will be made in consultation with the AI Lead and Data Protection Officer, and supported 
by risk assessments where required. 
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5.3 Safeguarding Data and Privacy 

No personal, sensitive, or identifiable information may be entered into AI tools. This includes pupil 
names, assessment data, reports, photographs, or any school-sensitive information. 

Any breach of this requirement will be treated as a data protection incident and managed under 
school procedures. 

 

5.4 Copyright and Ownership 

AI tools may process or learn from user input. Staff must therefore consider copyright and 
intellectual property implications. 

Pupils retain ownership of their original work. Where copyright or legal uncertainty exists, 
appropriate guidance will be sought. 

5.5 Managing Bias and Fair Use 

AI systems may reflect or reinforce bias, including in relation to protected characteristics such as 
race, sex, or disability. 

All AI outputs must be critically reviewed for fairness, accuracy, and appropriateness. Staff will 
receive training to support this, and the school will regularly review AI use to reduce bias. 

Concerns will be managed through the school’s complaints procedure. 

5.6 Reporting Issues and Concerns 

Concerns about AI use should be raised with the Headteacher. 

Any safeguarding concerns must be reported immediately following safeguarding procedures. 

5.7 Safe and Responsible Use 

AI must always be used ethically, responsibly, and in line with school values. 

Users must: 

• Fact-check all outputs  

• Understand limitations of AI systems  

• Ensure AI supports, not replaces, professional judgement  

Users must not: 

• Use AI to impersonate, bully, or harm others  

• Generate offensive, discriminatory, or inappropriate content  

• Input harmful or unethical prompts  

 
6. Developing Pupils’ Understanding of AI 

The school is committed to developing pupils who are confident, responsible, and critical users of AI 
and digital technologies. 
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Through the curriculum, pupils will learn to: 

• Use digital tools safely and responsibly  

• Understand limitations and reliability of AI  

• Recognise bias in online and AI-generated content  

• Stay safe online and evaluate information critically  

This ensures pupils are prepared for a future where AI plays an increasing role in society. 

7. Use of AI by Pupils 

We recognise that AI can support learning and help pupils develop digital literacy and research 
skills. 

Permitted Use 

Pupils may use AI tools: 

• As a research tool to explore ideas and support understanding of topics 

• Within specific curriculum tasks where AI use is explicitly taught (e.g. IT, media, or creative 
projects involving AI-generated content) 

Misuse and Restrictions 

AI must not be used to replace independent work. Pupils must not use AI: 

• In any assessments, including internal assessments, external examinations, or coursework 

• To produce homework or classwork where AI-generated content is submitted as their own 
work 

• To complete tasks (e.g. questions or problem-solving activities) where AI provides answers 
presented as pupil work 

This list is not exhaustive, and other inappropriate use may also be considered malpractice. 

Referencing AI Use 

Where AI tools are used to support learning, pupils must acknowledge this clearly. References 
should include: 

• The name of the AI tool used 

• The date the content was generated 

Any unattributed use of AI-generated content will be treated as plagiarism and dealt with in line with 
the school’s plagiarism procedures in the Exams Policy. 

Responsible Use 

Pupils must use AI ethically and appropriately. They must not: 

• Create content intended to impersonate, bully, or harass others 

• Generate or share offensive, discriminatory, explicit, or inappropriate content (including 
sexualised imagery) 

• Enter harmful, abusive, or discriminatory prompts into AI systems 
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8. Formal Assessments 

The school will take all reasonable steps to reduce the risk of malpractice involving generative AI in 
both internal and external assessments. 

We will follow current guidance from the Joint Council for Qualifications (JCQ) on the use of AI in 
assessments. 

Any suspected misuse of AI will be investigated and managed in line with the school’s Exams Policy 
and malpractice procedures. 
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Appendix 1: Approved AI Tools and Uses 
 
Example approved AI tools register for school staff and leadership use. 
 

AI Tool Approved Users Approved Uses Not Approved / 
Restrictions 

Data Protection 
Notes 

Gemini Teaching Staff, 
Support Staff, 
SLT 

Curriculum planning; 
lesson outlines; quiz 
and worksheet 
creation; drafting 
parent 
communications; 
adapting reading 
materials; 
generating revision 
resources; 
brainstorming 
activities; 
summarising non-
confidential 
documents; creating 
model answers; 
administrative 
support 

No entry of 
identifiable pupil 
data, 
safeguarding 
information, 
SEND/medical 
information, 
behaviour logs, 
staff HR 
information, or 
confidential 
school business; 
outputs must be 
reviewed before 
use 

Use school-
managed 
accounts where 
possible. Staff 
remain 
responsible for 
accuracy, 
safeguarding 
and GDPR 
compliance 

NotebookLM Teaching Staff, 
Support Staff, 
SLT 

Summarising 
curriculum 
documents; 
analysing 
specifications and 
policies; creating 
revision notes from 
approved source 
material; comparing 
educational 
documents; 
generating FAQs 
from school-
approved materials; 
meeting note 
organisation; 
curriculum research 

Do not upload 
safeguarding 
records, 
personnel files, 
confidential 
reports, or 
identifiable pupil 
data unless 
specifically 
authorised by 
the school 

Only approved 
school 
documents 
should be 
uploaded. Staff 
must check 
generated 
summaries for 
accuracy and 
bias 

SLT Use of 
AI Tools 
such as 
SLTAi 

Leadership Drafting policies; 
analysing 
anonymised school 
data; school 
development 
planning; preparing 
governor reports; 
communication 
drafting; operational 
planning; policy 
support; 
summarising 
meeting notes 

AI must not be 
used as the sole 
basis for staffing, 
safeguarding, 
disciplinary, 
exclusion or 
performance 
management 
decisions 

Leadership staff 
must ensure 
anonymisation 
of data and 
maintain human 
oversight for all 
AI-assisted 
decisions 

AI-enabled 
educational 
platforms 
(e.g. Sparx, 
Oak National 
Academy) 

Staff and 
Students as 
directed 

Adaptive learning; 
homework support; 
revision activities; 
lesson support; 
assessment practice 

Use only school-
approved 
platforms; 
students must 
not use external 
AI tools unless 
authorised 

Platforms must 
comply with 
safeguarding 
and data 
protection 
requirements 
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General Conditions for Use 

• AI tools are intended to support, not replace, professional judgement. 

• All AI-generated content must be reviewed by a member of staff before use or distribution. 

• Staff remain accountable for the accuracy, appropriateness and safeguarding suitability of all 

materials produced using AI. 

• Public AI tools must not be used to process confidential, safeguarding, medical, behavioural or 

identifiable pupil information unless specifically approved by the school. 

• Use of AI must comply with GDPR, safeguarding requirements, copyright law and the school’s 

acceptable use policies. 

• Approved tools and permitted uses may be amended by the school as technology and guidance 

evolve. 

• AI must not be used as the sole basis for safeguarding, disciplinary, staffing or exclusion 

decisions. 
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LINKED Policies 
 

• Data protection policy 
• Safeguarding/child protection policy 
• Exams policy 
• Teaching and Learning policy 
• Behaviour policy 
• Staff code of conduct 
• ICT acceptable use policy 
• Online safety policy 
• Equality policy 
• SEND Policy 

 
PUBLICISING THE PLAN 
 
Copies of this plan will be promoted and made available to existing or prospective parents using the 
following means: 
 

• School Website 

• Application to the school 
 
 
 
THIS DOCUMENT IS AVAILABLE IN THE FOLLOWING FORMATS: 
 PAPER/ENLARGED PRINT/EMAIL/WEBSITE 


