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Stage 1: Review

· Review the work of the student to assess for the inappropriate or uncited use of AI
· Take into account the student’s general level of attainment and the quality of their prior work. AI generated work may include a wider and more sophisticated use of vocabulary, grammar and sentence construction. It may include content not discussed in class and which student has not shown prior knowledge of. It may contain inaccurate or made up reference or information.
· Use, if appropriate and with caution, AI detection tools and check if applicable, version histories.


Stage 2: Discussion

· Have a discussion with the student if possible 1:1 about AI use and the impact on learning.
· Ask open ended questions to assess the extent and purpose of use of AI.
· Discuss the policy and draw attention to the role and boundaries of AI with students.
· Discuss possible sanctions/remediation if appropriate*

Stage 3: Report
· Report findings to AI lead 
· Discuss sanctions/remediation.
· Log example of inappropriate/misuse of AI.
· Provide notification to student and where appropriate parent/client of any consequences.

Stage 4: Evaluation and Improvement

· Review policy annually and after any logged examples of misuse.
· Consider ways to minimise opportunities of AI misuse regularly at annual conference, staff meetings and when examples of misuse are reported.
· Regular monitoring of the use of AI by students and staff undertaken by AI lead.
· Ensure regular feedback is given to students, DHs, teachers and HQ regarding developments, use of and misuse of AI.

*Sanctions/remediation
Teachers are to use their professional judgement, knowledge of the situation and the student to choose the most appropriate/effective sanction/remediation on a case by case basis.
· Warning
· Resubmission of work
· Completion of a different task
· Re-education of appropriate use
· Notification sent to parents/client

	
O:\Quality Assurance\Procedures\8. Teacher Training\AI misuse Procedure.docx
image2.jpeg
Apricot




