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INTRODUCTION

EXECUTIVE SUMMARY

The Office of the State Superintendent of Education (OSSE), as the District of
Columbia’s state education agency, seeks to support DC local education agencies
(LEASs) as they navigate the opportunities and risks presented by the evolving Artificial
Intelligence (Al) landscape. Al can be a powerful tool when leveraged securely,
ethically, and appropriately. Appropriate Al use augments human expertise; it does
not replace it.

Generative Al can create content and perform tasks based on user prompts. It is
increasingly showing up in the experience of students and teachers in the classroom
in the District of Columbia and across the country. While new technologies have
contributed to innovations in education, they can create additional risks, especially
in the areas of student safety and privacy. Intentional policies and guidance can
help mitigate the risks of Al use. Meanwhile the growing capabilities of Al can offer
meaningful opportunities to enhance administrator, staff, and educator capacity and
student experiences.

OSSE conducted a LEA Al survey in February 2026 to gather insight into usage and
the need for additional support. The findings from 39 unique LEA respondents
indicated that less than half of LEAs have created Al guidance, and the most
useful support OSSE could provide would be a recommended model Al policy for
instructional use.

The enclosed Model Al Policy is intended to support LEAs as they develop locally
informed policies that support the safe, ethical, and appropriate use of Al by staff.
The Model Al Policy is designed to be customizable. LEAs may adopt the sections and
language that best meet their needs and are encouraged to tailor this content to their
school community’s culture, strengths, and goals.

Al capabilities, regulations, and best practices are evolving rapidly. Local Al policies
may need to be reviewed regularly and updated as new information becomes
available. OSSE will review the model policy regularly, and sections may be improved
upon and added to as evidence and technology continues to advance.

The model policy is intended as guidance only and not as legal advice. LEAs should
consult their own counsel for any legal advice when drafting their own Al policy.
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GUIDING PRINCIPLES FOR DEVELOPING Al POLICY

Clear guidance for the responsible use of Al policy does not just outline acceptable use policies for users around Al

but also provides a structured approach for engaging with Al across contexts. The following Guiding Principles serve as
important considerations for developing an organizational Artificial Intelligence (Al) policy. They are intended to support
the creation of clear, responsible, and effective best practices for responsible Al integration across contexts.

* Maintain meaningful human decision-making. Al is fallible and can produce incorrect information or unintended
consequences. Human review of any output produced by Al is essential to its implementation.

¢ Collaborate with your community, drafting with, not for, them. Diversity of perspectives from community
stakeholders serves a two-fold purpose. First, stakeholder input strengthens the policy, ensuring that what is drafted
reflects the expressed needs and concerns of the community. Second, co-developed policies guarantee stronger
buy-in. Continuing to engage with stakeholders after policies are implemented helps monitor their effectiveness and
supports making revisions as needed, which strengthens overall implementation.

¢ Prioritize building trust through transparency and proactive communication. Clear communication about when and
how Al is used within educational and administrative settings helps maintain trust across staff, students, and families.
Clearly communicating Al policy to all stakeholders within school communities is essential for building trust through
transparency. Educational institutions have a responsibility to ensure all caregivers and stakeholders understand the
ways in which Al is being used. Educational institutions have a key role in creating clear avenues for caregivers and
stakeholders to share feedback with decision-makers about the use of Al.

¢ Focus the Al policy on existing institutional values and mission and define additional Al-specific values as needed.
Grounding an Al policy in existing institutional values helps ensure alignment with the school’s mission and purpose.
When evaluating Al tools, keeping institutional values at the forefront of evaluation processes ensures tool use does
not run counter to those values.

* Deploy specific Al tools only to meet specific, identified needs. Evaluating an Al tool and determining its acceptable
use(s) prior to authorizing staff access aligns with evidence-based best practices. Although Al tools can enhance
efficiency, they may not be appropriate for all identified needs.

¢ Provide training and opportunities to practice for LEA staff. Training staff in the safe, ethical and appropriate use
of Al prior to allowing them to use Al tools in educational contexts is a fundamental component of any Al policy.
Effective training for staff includes methods for using Al effectively and securely, as well as approaches for critically
assessing Al outputs for accuracy and equity.

e Alis not a replacement for research-based best practices. To-date, studies finding discernible positive impact
of Al on K-12 student learning are extremely limited in nature, as demonstrated in the Stanford SCALE Initiative’s
“The Evidence Base on Al in K-12: A 2026 Review.” LEAs interested in using Al may use it to supplement, not
replace, the critical factors that are improving our education system in DC: strategic and supportive leaders, well-
trained teachers, high-quality instructional materials, small-group interventions, and access to high-quality early
childhood experiences and career pathways that bracket the student experience.

¢ Regularly reassess Al policies. Al capabilities are evolving rapidly. Routinely reviewing approved use cases,
monitoring outcomes, evaluating effectiveness, and updating policies accordingly help ensure policies do not
become obsolete as new technologies and research findings are made available.
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LEGAL CONSIDERATIONS

The enclosed Model Al Policy for Staff Use focuses on LEA implementation of Al and how staff should engage with Al.
The enclosed Model Al Policy for Staff Use does not carry the force and effect of District law or regulation, and no LEA
or school is required to follow or adopt the policies contained within this document. The Model Al Policy for Staff Use
should not be viewed as having any legal effect as it is not intended to be OSSE policy, law or regulation. Please note,
OSSE does not provide incident response or legal advice related to Al use in LEAs or schools. The adoption of any LEA Al
Policy for Staff Use should be implemented after careful consideration and review of the following, but not limited to:

1. Family Educational Rights and Privacy Act (FERPA)" 5. Protecting Students Digital Privacy Act of 2016"
2. Children’s Online Privacy Protection Act (COPPA) 6. Health Insurance Portability and Accountability
3. Children’s Internet Protection Act (CIPA)Y Act (HIPAA)™

4. Individuals with Disabilities Education Act (IDEA)Y

This model policy is not intended to have any legal effect or should not be viewed as having any legal effect as it is
not intended to be OSSE policy, law or regulation. OSSE recommends LEAs seek advice from their counsel before
adopting an Al Policy for Staff Use.

CONSIDERATIONS FOR SECURE USE

The Model Al Policy for Staff Use does not address student Al usage or application. LEAs may consider developing
companion guidance for appropriate student use, procurement, professional learning, and family communication.

PROCUREMENT

The model policy is intended to guide LEA staff who are not responsible for procuring Al tools. LEAs are responsible
for developing internal procurement policies and systems for evaluating and approving Al tools for staff use. OSSE
recommends that LEAs conduct a detailed needs and capability assessment before procuring an Al system.

When evaluating Al tools for procurement, OSSE recommends that LEAs ensure that enterprise tools meet rigorous
benchmarks prior to adoption.

The following is a representative list of considerations prior to procurement:

Training Protocols and Data Policy: Cybersecurity:

*+ Training protocols utilized in the development of an Al Al systems that have verified compliance with
tool, including the training data used, human-in-the- recognized cybersecurity and privacy frameworks, such
loop redevelopment, and steps taken to mitigate the as the National Institute of Standards and Technology
impact of algorithmic bias. (NIST), COPPA, and FERPA.

* Protection of user generated data, including ensuring + Systems featuring robust access controls, including
that vendors are not leveraging student data for model multi-factor authentication, and encrypt sensitive
training, product improvement or purposes outside of data both in transit and at rest.

th ntr rvice. _—
e contracted service Vendors providing clear procedures for

* Protocols for data persistence and retrieval, including vulnerability and incident reporting, supporting
a technical understanding of how data is stored and secure configuration and regular updates, and
deleted. demonstrating compliance with security and
liability requirements — with special attention given
Online Safety: to protecting personally identifiable information
* Inclusion of robust online safety features that are (Pll) and ensuring that Al tools are only used in
compliant with all District and federal laws. approved, secure environments.
. . The presence of ongoing monitoring, and
Quality Assurance and Evaluation: documented incident response plans, and
* Availability of contractor support and key performance prohibition of unauthorized or consumer-grade Al
indicators to support the continual evaluation of Al tools.

tools including a cadence for regular audits.
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PROFESSIONAL LEARNING

e OSSE recommends that LEAs provide robust professional learning for staff members around the secure, ethical, and
appropriate use of Al, prior to allowing use for any purposes.

* The policy below states that staff must demonstrate proficiency in Al literacy prior to use, including methods for
critically evaluating Al-generated output for accuracy, appropriateness, and equity by providing proof of training

completion.
¢ Staff must demonstrate understanding of best practices for protecting student data, as required by all District and
federal laws.
Effective Al training may include the following concepts:
e Best practices for protecting student information and PII.
* Legal considerations for all Al use.
e Allowable and appropriate uses within the LEA.

e Ethical considerations for Al use, including ways in which Al can produce inequitable outcomes for users.

e Mandatory cybersecurity training for staff that is renewed annually.

e Al literacy, which may include an understanding of how Al models generate outputs, the limitations of Al-
generated outputs, and strategies for verifying and evaluating Al-generated outputs for equity, accuracy, bias, and

misinformation.

HOW TO USE THE MODEL Al POLICY FOR STAFF USE

The following Model Al Policy for Staff Use includes suggested language for LEAs to use when developing their Al policies.
LEAs may adopt, modify, and use each part of the model policy at their discretion.

Each of the District’s schools have unique circumstances and learning environments that cannot be fully captured by any
one model policy.

There is text [IN BRACKETS] throughout the document that is meant to be customized by each LEA depending on the
unique environments, systems, and processes in their school buildings.

Definitions for what to fill into these unique sections are as follows, in the order that they first appear:
* [replace with LEA name]: Name of the local education agency (LEA).

¢ [Designated Staff Member]: This is the person(s) responsible at a school for the particular contextual need. It could
be designated job titles, specific names, or a combination of both.

* [LEA Chief Information Officer or a designee]: This is the person responsible for overseeing technology procurement
and usage within an LEA.
For more information and resources on developing Al policies, email osse.tta@dc.gov.
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STAFF-USE Al POLICY FOR
[REPLACE WITH LEA NAME]

PURPOSE

[replace with LEA name] is committed to providing all
students with a rigorous, engaging and effective education
that prepares them to reach their full potential. While teaching
and learning are inherently human endeavors, artificial
intelligence (Al) may assist schools and educators in meeting
the needs of their school communities. Al is an evolving and
powerful technology that requires clear rules and oversight.
This policy establishes guidelines for the secure, ethical, and
appropriate integration of Al technologies in [replace with

LEA name] to enhance administrative functions, instructional
planning, educator effectiveness, and operational efficiency.
This policy outlines acceptable use by [replace with LEA name]
staff for performing job functions that support instruction and
operations.

This policy does not cover effective, ethical, or allowable use
with students.

ETHICAL PRINCIPLES

¢ Adopting emerging technologies requires an intentional
approach to safeguard stakeholder safety and privacy:
While technology can improve staff efficiency and
effectiveness, all staff within [replace with LEA name] are
ultimately accountable for student safety, development,
and outcomes. Decision-making related to implementing
Al will be made with staff, student, and community
safety and privacy at the forefront, and with careful
consideration safeguarding student and staff PII.

* Al systems require human oversight and accountability:
Even in cases where the policy below allows Al use, all
outputs should be evaluated to ensure that they do not
lead to a loss of human agency, developmental harm,
discriminatory treatment, or inequitable outcomes for
students.

¢ Al use should be critically evaluated for its impact on
student outcomes: Appropriate application of Al must
be evaluated to ensure use does not limit opportunities
or lower expectations for staff and student success. All
users must critically evaluate all Al-generated output for
accuracy, appropriateness, and potential bias. Responses
should never be accepted without critical analysis.

¢ Al use requires transparency with stakeholders: Staff
must provide transparency to students and community
members about the purpose and rational use for Al
within [replace with LEA name].

All staff are accountable for employing good judgement. The
person and the organization using an Al tool may be held
responsible for any improper use of Al.

DEFINITIONS

Algorithmic bias: Algorithmic bias refers
to systematic errors in machine learning
algorithms that may produce unfair or
discriminatory outcomes.

Artificial intelligence (Al): Artificial
intelligence (Al) refers to the capability of a
device to perform functions that are normally
associated with human intelligence such as
reasoning, learning, and self-improvement.

Al literacy: Al literacy is the knowledge

and skills that enable humans to critically
understand, evaluate, and use Al systems and
tools to safely and ethically participate in an
increasingly digital world.

Al tools: Al tools refer to the Al applications
themselves or existing technology products
that have infused Al to add capability (e.g.
wearables).

Generative Al: Generative Al (or GenAl) refers
to Al systems that can create new content

like text, images, music, code, or video. These
systems learn patterns from training data and
generate novel outputs that resemble the
original data, often powered by architectures
like GANSs, transformers, diffusion models, and
variational autoencoders.

Enterprise tools: Software products for which
the LEA has a specific license that provides
features and protections not available in free
versions.

Large Language Models (LLM): An Al system
that processes written instructions and can
generate natural language text.

Machine learning: Machine learning

refers to the ability of systems to learn and
improve from available data without explicit
programming.

Personally Identifiable Information (PIl): Pl
is information that, alone or in combination
with other data, can be linked to a specific
employee including but not limited to:

Name of employee or other family
members.

Address of employee or other family
members.

Personal identifier, such as a Social

Security Number, unique student or staff
identifier (such as the Office of the State
Superintendent of Education’s Unique Faculty
and Staff Identifier), or biometric record;

and indirect identifiers, such as date of birth,
place of birth, or mother’s maiden name.
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REQUIREMENTS FOR STAFF USE

All staff using Al tools for professional purposes must complete [replace with LEA name] approved training modules
about the safe, legal, ethical, effective, and equitable use of Al in educational settings. Staff members must demonstrate
proficiency in Al literacy prior to use, including methods for critically evaluating Al-generated output for accuracy,
appropriateness, and equity by providing proof of training completion. Further, staff must demonstrate understanding of
best practices for protecting student data, as required by all District and federal laws. All staff are required to renew this
training annually.

In addition to the regulations set forth by the [replace with LEA name] Staff-Use Al Policy, the following requirements
govern all staff use of Al tools for any purposes related to their roles and responsibilities within [replace with LEA name].

Staff members must:

* Use only approved Al tools. * Report concerns or unintended outcomes.
* Protect confidential information. * Remain professionally accountable.

* Review all outputs.

Al may never substitute staff members’ judgment and legal requirements, nor any policies within [replace with LEA
name] related to staff conduct including but not limited to the responsibilities for mandated reporting.*

The [replace with LEA name] Al policy for staff use only addresses use of approved Al tools that have been
procured by [replace with LEA name].

Nothing detailed herein shall be construed as superseding local and federal laws related to staff or student privacy,
procurement processes, or professional conduct.

No staff member should interpret this policy to allow use of non-approved enterprise tools for the purposes below.
Al is not currently approved by [replace with LEA name] for staff use outside of the cases listed below.

Requests for approval for new tools or use cases outside of this policy must be submitted to, and approved by, the
[LEA Chief Information Officer or a designee].

Prior to using any Al tools, staff members must acknowledge that they have read and understand the [replace with
LEA name] staff use Al policy by completing the acknowledgement form included in this policy.

1 For more information on mandated reporter requirements see the Child and Family Services Agency Report Child Abuse and Neglect
webpage.

8 | Model LEA Al Policy for Staff Use | 2026-27 School Year



SUMMARY OF STAFF Al USE ALLOWANCES

STAFF Al USE NOT PERMITTED

Al cannot be used for final decision-making regarding staff and students, or in situations that require special
considerations for privacy or present risks to student well-being.

*  Monitoring Students’ Physical Presence

+  Student Discipline Decisions

*  Evaluating Teacher and Staff Performance

* Deciding Student Trajectories

*  Providing Health Services, Including Mental Health Counseling

*  Evaluations for Individualized Education Programs (IEPs) and Section 504 Plans

LIMITED STAFF Al USE PERMITTED: PROCEED WITH ENHANCED OVERSIGHT

Al can support the following activities; however, additional oversight steps are put into place to ensure that
the use of Al for this purpose remains secure, ethical, and appropriate. For any use case involving Pll, only
enterprise tools that comply with all local and federal laws and regulations about student information can be
used. Usage for these purposes is subject to continual evaluation and will be revised regularly.

For each use case below, additional regulations are in place (see details in the policy document).

*  Monitoring or Surveilling Students’ Digital Activity

+  Drafting IEP Language

+  Reviewing and Grading Student Work

*  Providing Supplemental Coaching to Teachers and Staff Members

STAFF Al USE PERMITTED: PROCEED WITH AWARENESS

Al is well positioned to support these activities. Nonetheless, appropriate oversight (a human in the loop)
should always be in place to ensure that Al usage remains secure, ethical, and appropriate. In all cases, staff
are responsible for developing final outcomes, and Al outputs must be used with human oversight and analysis.
Al use is subject to continual evaluation around outcomes and will be revised yearly. For any use case involving
Pll, only enterprise tools that comply with all requlations and best practices about student information can be
used.

*  Drafting Lesson Plans

*  Customizing Student-Facing Lesson Materials

+  Developing Tutoring or Individualized Learning Plans
*  Analyzing Data Sets

*  School Communications

* Logistical Planning and Operations

* For any use case involving Pll, only enterprise tools that comply with all regulations and best practices about student information should be used.
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RED: STOP! STAFF USE OF Al FOR THESE PURPOSES IS NOT
PERMITTED UNDER ANY CIRCUMSTANCES.

Al cannot be given the authority to make final decisions regarding staff and students or in situations that require special
considerations for privacy or present risks to student well-being.

Monitoring or Surveilling Staffs’ and Students’ Physical Presence and Behavior

The use of Al for the purpose of monitoring or surveilling staffs’ and students’ physical presence and behavior includes
tracking staffs’ and students’ physical presence within [replace with LEA name], allowing Al to access CCTV footage
captured by [replace with LEA name] security systems, and use of biometric data for any monitoring purposes. This
includes the use of personal Al-enabled recording tools such as wearables while on [replace with LEA name] premises.

STAFF Al USE NOT PERMITTED

No Al tools may be used for this purpose. Unauthorized Al features of existing enterprise tools are
prohibited.

Rationale: Tools that monitor or surveil staff and students raise significant privacy concerns and Al tools may
cause discriminatory outcomes. There is insufficient evidence about if and how Al tools can be used safely for this
=  purpose.

Educational Trajectory Decision Making

The use of Al for Educational Trajectory Decision Making includes unilaterally selecting students’ courses, including
determinations for advanced or remedial course enrollment, grade promotion, placement, recommendation for
academic intervention, recommendation for Career and Technical Education Pathways, program eligibility, college
readiness, readiness for an Advanced Placement (AP) or International Baccalaureate (IB) course, or enrollment in
selective programs. In addition, Al should not make final decisions regarding within-class ability-based groups (e.g.,
leveled reading groups). Educational Trajectory does not encompass the use of Al for analysis of placement trends within
[replace with LEA name].

STAFF Al USE NOT PERMITTED

No Al tools may be used for this purpose. Unauthorized Al features of existing enterprise tools are
prohibited.

O Rationale: Al should not be used to make final decisions about students’ futures or abilities because Al lacks the
expertise and context humans provide. Additionally, Al tools can cause discriminatory placement decisions.

Student Discipline Decisions

The use of Al for the purpose of administering student disciplinary consequences includes decisions about exclusion
from school or school activities, eligibility for inclusion in Positive Behavioral Interventions and Supports (PBIS) or similar
programs, next steps in response to student behavior, or when to contact caregivers. This includes leveraging Al to
determine individual discipline risk or using predictive behavioral analytics that may subject individual students to higher
levels of school scrutiny.

STAFF Al USE NOT PERMITTED

No Al tools may be used for this purpose. Unauthorized Al features of existing enterprise tools are
prohibited.

Rationale: Al should not be used to make discipline decisions in any context because they lack the expertise and
context humans provide. Utilizing Al in this context presents a risk of discriminatory outcomes. LEA staff should
= follow existing policies regarding student discipline.
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Evaluating Teacher and Staff Performance

The use of Al for the purpose of determining teacher performance ratings includes conducting formal and informal
evaluations to quantify the effectiveness of instructional staff, including (but not limited to) classroom observations,
evaluation of lesson materials and instructional artifacts, evaluation of subject matter knowledge, and evaluation of
classroom management. Teacher evaluation further includes any decisions related to course assignment, teacher pay or
teacher retention decisions. The prohibitions in this policy refer to Al making evaluative judgments and ratings, not to the
organization of evidence or the use of Al for administrative tasks.

STAFF Al USE NOT PERMITTED

No Al tools may be used for this purpose. Unauthorized Al features of existing enterprise tools are prohibited.

Rationale: Teacher evaluations involve high-stakes observations and decisions that require data and human
judgement. Final evaluations for teachers should not be completed by Al. Evaluations have high stakes for
‘= administrators and teachers; therefore, an activity should be done by trained humans.

Providing Health, Mental Health, and Social Services

The use of Al for the purpose of providing health, mental health, and social services includes diagnosis, treatment, or
clinical decision-making activities. This section includes tools to assess, screen, or diagnose student health conditions
and mental health conditions (including depression, anxiety, and suicide risk), as well as tools to conduct basic needs
assessment for student or household unmet needs, such as food and housing. In addition, this includes health behavior
tracking and health behavior modification for behavioral health (including substance use), health risk behaviors, and
healthy habits.

STAFF Al USE NOT PERMITTED

No Al tools may be used for this purpose. Unauthorized Al features of existing enterprise tools are prohibited.

Rationale: Responding to student health needs requires human expertise and decision making, Al tools should
not be used to provide health services. Al may not replace crisis response protocols or mandated reporting
= responsibilities.

Individualized Education Program (IEP) and Section 504 Evaluations

This prohibition includes using Al to analyze or recommend diagnostic assessments or make determinations about
educational placement, least restrictive environment, or disability or service eligibility. Staff shall not use Al to evaluate
or determine student eligibility for special education and related services under IDEA or Section 504 of the Rehabilitation
Act of 1973.

STAFF Al USE NOT PERMITTED

No Al tools may be used for this purpose. Unauthorized Al features of existing enterprise tools are prohibited.

Rationale: Determining eligibility for an IEP or Section 504 accommodation are high stakes that requires
human expertise and decision making. Utilizing Al in this context presents a risk of discriminatory or inaccurate
- outcomes.
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YELLOW: LIMITED STAFF Al USE PERMITTED:
PROCEED WITH ENHANCED OVERSIGHT

Al can support the following activities; however, additional oversight steps are put into place to ensure that the use of
Al for this purpose remains secure, ethical, and appropriate. For any use case involving Pll, only enterprise tools that
comply with all local and federal laws and regulations about student information can be used. Usage for these purposes
is subject to continual evaluation and will be revised regularly.

For each use case below, the “Limited Use Requirements” outline additional regulations in place staff must follow when
using Al for these purposes.

Monitoring or Surveilling Staffs’ and Students’ Digital Presence

The use of Al for the purpose of monitoring or surveilling staffs’ and students’ digital presence includes monitoring or
surveilling online activity of staff and students while on [replace with LEA name] premises or utilizing devices provided
by [replace with LEA name].

LIMITED STAFF Al USE PERMITTED: PROCEED WITH ENHANCED OVERSIGHT
LIMITED USE REQUIREMENTS:

+ [Designated Staff Member] may utilize approved Al tools to assist with monitoring staffs’ and students’ digital
activity while on LEA premises and during operating hours.

+ Al surveillance is not a substitute for educator monitoring of student use of classroom devices or staff judgement
about student wellbeing.

Discipline decisions should never rely on data gathered by Al alone; all detected risks and misuse reports will be
elevated to [Designated Staff Member] who will then follow [replace with LEA names] established discipline,
safety, and mental health policies.

+  Staff must keep data on Al surveillance use and continually monitor for equity and efficacy of use.

Staff, students, and families will be notified about the tools and purposes for Al use in virtual surveillance, including
which tools are being deployed, why they are being utilized, and what data is collected while monitoring a
student’s virtual activity.

Rationale: Schools already monitor student online activity to remain in compliance with CIPA, and acceptable
use policies preclude the expectation of privacy on [replace with LEA name] issued devices. Tools that scan

for signs of cyberbullying and mental health crises can supplement systems already in place to alert staff and
families to risks students face in digital spaces. However, these tools may carry significant privacy risks. All virtual
surveillance uses must comply with existing regulations around staff and student privacy, discipline and legal
requirements for surveillance and data collection.
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Drafting Individualized Education Programs (IEPs)

The use of Al for the purpose of writing IEPs includes generating ideas and/ or objectives for IEP goals or generating
recommendations for accommodations connected to IEP goals. IEP development does not include recommendations
about placement disability category or eligibility.

LIMITED STAFF Al USE PERMITTED: PROCEED WITH ENHANCED OVERSIGHT
LIMITED USE REQUIREMENTS:
* Al may be used to review or identify trends amongst IEPs in order to improve practices.

+  For any use case involving Pll, only enterprise tools that comply with all regulations and best practices about
student information can be used.

* Al may support staff member organization and summary of notes collected as part of the IEP process.
+ Al may be used to brainstorm ideas for objectives or accommodations connected to a student’s present levels.

+  Staff must provide transparency to students and families about where and how Al is used in the IEP drafting
process.

+  All Al outputs should be considered advisory only, and staff must utilize professional judgment when evaluating Al
generated accommodations.

* Al use must always ensure plans remain individualized.
All staff must comply with best practices for IEP development.?
*  Use of Al may never violate student protections provided under IDEA.

*  Al-supported drafting must never compromise individualized planning or meaningful participation by families and
IEP teams.

Rationale: Al tools can be used to support educators in moving through some parts of the IEP process more
efficiently. However, final determinations must always be made by a human.

2 Special Education Process Handbook
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Reviewing and Grading Student Work

The use of Al for the purpose of reviewing and grading student work includes generating rubrics to evaluate activities
and providing formative feedback on student assignments in which the feedback is generated outside of class time. This
section does not address use of Al for real time student facing feedback. This section does not address the use of Al for
student-facing purposes (i.e., chat bots or feedback given in real time).

LIMITED STAFF Al USE PERMITTED: PROCEED WITH ENHANCED OVERSIGHT
LIMITED USE REQUIREMENTS:

+  Educators may provide feedback for formative assessments utilizing Al, if utilizing Al allows for feedback to be
given more frequently and rigorously than standard grading methods.

Educators must be transparent with prompts given to the Al for evaluating student work and about training data
leveraged for Al grading. When returning Al-graded work for students, educators must include the text of prompt
provided to the Al tool for evaluating student work.

+  Staff must ensure student identifying data including race and ethnicity are not disclosed to the Al tool, and all
outputs must be evaluated to ensure equity in feedback, rigor, and expectations for all students. Best practices
include setting narrow parameters for Al feedback.

*  Educators are responsible for all summative grading decisions.

+  Educators must allow students to appeal to any Al grade pursuant to [replace with LEA name] Academic Handbook
and students may ask for a human to provide additional feedback.
* Al may identify trends across student work and generate summaries.
Rationale: A/ tools can support educators in grading more efficiently to provide targeted feedback more
frequently. However, getting thoughtful feedback through grading is a significant part of the learning process
and should not rely solely on Al. Further, educators must set careful parameters around feedback provided
by Al to ensure all students receive equitably rigorous feedback and that Al applies consistent standards for

outcomes regardless of student demographic data. Educators must consistently evaluate feedback for equity and
consistency across students.

Providing Supplemental Coaching to Teachers and Staff

The use of Al to provide coaching to teachers includes providing supplemental feedback to educators around
instructional practices outside of existing coaching programs.

LIMITED STAFF Al USE PERMITTED: PROCEED WITH ENHANCED OVERSIGHT
LIMITED USE REQUIREMENTS:
+ Al use for coaching may supplement but not supplant human-centered coaching and instructional relationships.
Staff may use Al tools to provide supplemental coaching to educators.

+  All feedback must comply with best practices for teaching and learning, as well as best practices for improving
educator practice.?

+ Al use for this purpose must be continually monitored for equity, utility, and rigor.

For any use case involving Pll, only enterprise tools that comply with all regulations and best practices about
student information may be used.

+  Staff may opt out of Al use for coaching.

* Itis not best practice to use Al to evaluate student management practices.
Rationale: Al tools offer promise to provide teachers with more coaching and feedback than they would
otherwise receive and can be used to supplement existing feedback routines. Al tools can also allow coaches

to more efficiently organize notes and data. However, Al lacks individual context for decision making and may
provide inequitable feedback to educators across contexts.

3 Walkthrough Tools
*  OSSE Math Walkthrough Tool
. OSSE Literacy Walkthrough Tool
. Social Studies Walkthrough Tool
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GREEN: STAFF Al USE PERMITTED:
PROCEED WITH AWARENESS

Al is well-positioned to support these activities. Nonetheless, appropriate oversight (a human in the loop) must always be
in place to ensure that Al usage remains secure, ethical, and appropriate. In all cases, staff are responsible for developing
final outcomes, and Al outputs must be used with human oversight and analysis. Al use is subject to continual evaluation
around outcomes and will be revised yearly. For any use case involving Pll, only enterprise tools that comply with all
regulations and best practices about student information can be used.

For each use case below, the “Use Considerations” outline additional safeguards users must be cognizant of when they
are leveraging Al for the purposes outlined below.

Use of Al should never replace educator professional judgment, and all staff remain professionally accountable for
student safety and development.

Drafting Lesson Plans

The use of Al to draft lesson plans includes generating central lesson questions, curating source material for use with
students, generating ideas for standards aligned learning experiences, developing scaffolds for existing lesson plans, and
generating student facing prompts and graphic organizers.

STAFF Al USE PERMITTED: PROCEED WITH AWARENESS

USE CONSIDERATIONS:

+ Al may support educators in preparing and customizing lesson plans, provided it does not make recommendations
for individual students and the educator reviews and refines any Al-generated suggestions.

*  Educators must evaluate all Al suggestions for accuracy.

*  Educators and staff members may not use Al for this purpose until they have completed training that includes
evaluating Al outputs and assessing equity concerns in Al-generated lesson material.

*  Educators must carefully evaluate Al-generated lessons for equity and rigor and ensure all lesson materials
comply with best practices for teaching and learning, including the relevant appropriate High-Quality Instructional
Materials guidance and the standards of learning.

+  Staff must evaluate output to ensure they are culturally relevant and appropriate.
+ All Al-produced lesson plans and ideas must be evaluated for accuracy.

* Lesson plans should always be developed without utilizing prompts that invite an Al tool to consider student
demographic information. Staff must provide transparency to students when Al is used to generate student-facing
instructional resources.

making. Al is not a substitute for strong pedagogical content knowledge, or instructional expertise, and school

4" |eaders should ensure staff use of Al to develop lesson plans does not impede the development of professional
knowledge and judgment. Additional support should be provided to educators who demonstrate emerging
professional knowledge.

O Rationale: Educators can use Al to improve lesson plans without sharing Pl or relying on Al for final decision-
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Developing Tutoring or Individualized Learning Plans

The use of Al for the purpose of developing tutoring or individualized learning plans includes staff leveraging Al tools to
generate tutoring plans and assignments or evaluate student data. The policy below does not cover student use of Al
technology during tutoring.

STAFF Al USE PERMITTED: PROCEED WITH AWARENESS

USE CONSIDERATIONS:

+ Staff members may utilize Al tools to generate tutoring plans or develop questions and prompts to use with
students.

*  Tutoring plans generated by Al must be aligned to approved curriculum and instructional materials.
+  Staff members may use Al to generate practice prompts and assignments.
+  Staff may not use Al to determine a student’s eligibility for tutoring or placement in a tutoring program.

+  Staff members may use Al for real-time coaching and personalized support to deepen content knowledge, support
tutoring skills and improve instruction.

* Al may identify trends across student work and generate summaries.

* Al generated plans and assignments must always be evaluated for equity and rigor.

assignments that hold students to inequitable standards for learning and lead to discriminatory outcomes. Al

O Rationale: Al tools offer opportunities for staff to individualize student learning. However, these tools can produce
=  tools must only be used with careful oversight and monitoring with frequent routines for evaluating their value.

Customizing Student-Facing Lesson Materials

The use of Al for customizing student-facing lesson materials include developing graphic organizers, scaffolded or
modified reading materials, modifying assessments and assignments, and otherwise using differentiated instructional
materials.

STAFF Al USE PERMITTED: PROCEED WITH AWARENESS

USE CONSIDERATIONS:

* Al may support educators in developing differentiated and customized student-facing materials if it does not make
recommendations for individual students or if it does not utilize PIl and the educator reviews and refine the Al-
generated suggestions.

*  Educators must carefully evaluate Al-generated materials for equity and rigor and ensure all lesson materials
comply with best practices for teaching and learning.

+  Staff must evaluate output to ensure they are culturally relevant and appropriate.

*  Materials should always be reviewed for accessibility, alignment with Universal Design for Learning (UDL)
principles?, and readability.

* Lesson plans should always be developed without utilizing prompts that invite an Al tool to consider student
demographic information.

Rationale: A/ can assist educators in providing better student-facing lesson materials that are customized to meet
students learning needs, and Al is especially well suited for adjusting text complexity or adjusting formatting for
= accessibility in materials.

4 For additional resources about Universal Design for Learning visit the CAST webpage.
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Analyzing Data Sets

The use of Al for analyzing data sets includes using Al tools to evaluate student outcomes to identify trends and patterns
across classes, schools, and outcomes for students. This section includes leveraging Al monitoring to evaluate trends in
Educational Technology across an LEA’s, classrooms and schools.

STAFF Al USE PERMITTED: PROCEED WITH AWARENESS

USE CONSIDERATIONS:
*  Educators and school staff can use Al tools to conduct analysis of student data sets.

*  For any use case involving Pll, only enterprise tools that comply with all regulations and best practices about
student information may be used.

*  Data analysis can inform programmatic or structural decisions; however, such analysis should not be the sole factor
in decisions regarding individual students.

*  Al-generated analysis should be reviewed for unintended bias or disparate impact across student groups.

Rationale: Educators can use Al to analyze and identify trends in student data to tailor their instruction and meet
the needs of all students. LEAs can leverage Al to identify patterns of discriminatory or effective outcomes to
=  better analyze which practices and procedures increase student engagement, success, and outcomes.

School Communications

The use of Al for school communications includes communicating with parents, creating marketing campaigns, drafting
policy reports, developing board reports, creating meeting summaries, or editing any communications.

STAFF Al USE PERMITTED: PROCEED WITH AWARENESS

USE CONSIDERATIONS:

*  Tools approved by [replace with LEA name] can be used in drafting, brainstorming, and developing school
communications.

O Rationale: Utilizing Al tools can help schools communicate more effectively and efficiently with community
" members and stakeholders. This use of Al is considered low risk to students and educational staff in this context.

Logistical Planning and Operations

The use of Al for logistical planning and operations include budgeting and budget analysis, creating master schedules,
supporting grant writing, drafting policy, creating meeting summaries, organizing notes and information, supporting
procurement planning, informing strategic planning, or creating menus for school meals.

STAFF Al USE PERMITTED: PROCEED WITH AWARENESS

USE CONSIDERATIONS:

* Tools approved by [replace with LEA name] can be used in drafting, brainstorming, and organizing to logistical
planning and operational tasks, as long as a human remains accountable for any final decisions.

Rationale: School operations take up a considerable amount of time and resources at school. Utilizing Al tools
can free up staff time, allowing them to focus more on instruction and direct support for students. This use of Al is
= considered low risk to students and educational staff.
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ACKNOWLEDGEMENT

| hereby acknowledge that | have read the staff use of Al policy in its entirety. | understand the acceptable

uses for Al tools procured by [replace with LEA namel].

| agree that if there is any policy or provision that | do not understand, | shall seek clarification from
[Designated Staff Member]. | understand that | remain professionally accountable for all decisions and

the results, both intended and unintended outcomes of using any Al tools.

Employee Name:

Employee Signature:

Date:

Supervisor Sighature:
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