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Artificial Intelligence (AI) Policy 

 

Help for non-English speakers 
If you need help to understand the information in this policy, please contact 
Alkira Secondary College on 03 5991 3500 or alkira.sc@education.vic.gov.au. 

Purpose 
The purpose of this policy is to provide a framework for the safe and responsible use of Artificial 
Intelligence tools and technologies at Alkira Secondary College. It seeks to provide students 
and members of the school community an understanding that: 

• This policy is an extension to the existing Digital Learning policy which all 
parents/students sign 

• Recognition of emerging technologies and their use in an educational environment 
• The prioritisation of academic integrity across the college to support key authentication 

requirements of student work in line with the VCAA 
• Ongoing commitment to educational equity 

 

Scope 
This policy applies to all students and staff at Alkira Secondary College, inclusive of the 
College’s Student Acceptable Use policy. 

Staff use of technology is also governed by the following Department policies which outline the 
safe and supportive use of technology in an educational context: 

• Acceptable Use Policy for ICT Resources 
• Cybersafety and Responsible Use of Digital Technologies 
• Generative Artificial Intelligence 
• Digital Learning in Schools 

Staff, volunteers and school councillors also need to adhere to codes of conduct relevant to 
their respective roles. These codes include: 

• Alkira Secondary College’s Child Safety Code of Conduct 
• The Victorian Teaching Profession Code of Conduct (teaching staff) 
• Code of Conduct for Victorian Sector Employees (staff) 
• Code of Conduct for Directors of Victorian Public Entities (school councillors) 

 

https://www2.education.vic.gov.au/pal/ict-acceptable-use/overview
https://www2.education.vic.gov.au/pal/digital-technologies-responsible-use/policy
https://www2.education.vic.gov.au/pal/generative-artificial-intelligence/policy
https://www2.education.vic.gov.au/pal/digital-learning/policy
https://www.vit.vic.edu.au/
https://www2.education.vic.gov.au/pal/code-conduct/overview
https://www2.education.vic.gov.au/pal/school-council-conduct/policy
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Definitions 
For the purpose of this policy, “Artificial Intelligence (AI)” refers to current and future generative 
AI technologies including but not restricted to Large Language Model (LLM), image generation, 
audio, video, and multi-modal technologies. These tools, platforms, software, online and offline 
applications of AI are accessible to students and teachers for educational purposes, and their 
use is subject to the guidelines and restrictions outlined in this policy. 

 

Policy 

General Statement 
Artificial Intelligence is a rapidly changing and relatively new area entering into education, and 
as such Alkira Secondary College recognises this development and the impact that AI may have 
in the near future for the school and the broader community/workforce. Outlining a broad policy 
of acceptable use conditions for both staff and students, this policy provides the flexibility to 
adapt to AI technologies as they become more integrated into the school.  

As a partial extension to the Digital Learning policy, this policy abides by pre-existing conditions, 
curriculum and requirements outlined therein. 

In circumstances where students are required to access AI tools and technologies which 
require any personal information to be provided, there will be appropriate communication to 
parents/carers to meet legislative requirements on privacy and equity. Communication may be 
provided through Compass or physical letter. 

The use of AI within the school will be monitored on an ongoing basis for both staff and students 
and this policy will be regularly reviewed and updated.  

 

Staff 
Ethics 
As outlined in the Victorian Education policy on Generative Artificial Intelligence, staff are 
required to act ethically with respect to use of AI. In particular the use of AI in communication, 
marking, providing feedback and reporting. This includes not using AI tools to directly: 

• Communicate with parents/carers or students 
• Make judgements about student learning achievement or progress 
• Write student feedback or reports for parents/carers 

AI tools can be used to contribute to those activities, but AI tools are not a replacement for 
proof reading and human input. 

Staff should aim to: 

• Model safe and responsible use of AI by following this policy and associated guidance 
• Be aware of limitations, potential biases of AI technology 
• Be aware of how AI functions and the potential opportunities it can provide 
• Stay up to date through College and Department of Education Professional Learning 
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Privacy 
Staff should not use any identifiable information of staff, students or members of the school 
community during the use of AI tools. This includes but not limited to text, images, audio and 
video. Staff should use their professional judgement when using tools and entering information 
around assessment results, attendance, school, etc. 

As many of these tools/platforms are produced by companies who utilise user data for future AI 
training, inclusion of personal data may be reused by the platform/company and could lead to 
an accidental privacy breach. 

 

Academic Integrity/Integrity in General 
AI tools represent a large risk to academic integrity in a school setting. As AI tools become more 
ubiquitous staff are advised to manage and maintain academic integrity in a number of ways. 

• Setting expectations around AI use in the classroom by following recommendations and 
College guidance on the topic 

• Designing assessments with consideration of AI tools 
• Identifying and responding to misuse of AI tools by students as soon as possible through 

identified processes (staff to see AI guidance documentation for more detail) 
• Disclose AI use to students where appropriate as part of modelling responsible use 

(examples may include, generated text samples or step-by-step instructions generated 
by AI) 

 

Students 
Academic Integrity 
In line with Alkira Secondary College values, Integrity generally and Academic Integrity 
specifically are essential to developing student academic success and development. The use of 
AI tools and technologies has provided opportunities for students to access knowledge in ways 
that can be both helpful and harmful to learning. Students are encouraged to only utilise AI in 
ways that are approved by the college generally and teacher specifically. 

This means that while students may be able to and encouraged to access certain tools, they are 
not to misuse those tools by: 

• Using an AI to write their work for them (plagiarism) 
• Answering questions for them (cheating) 
• Invalidate an assessment task through AI use when instructed not to 

Students should be aware of the inherent issues and limitations of AI use particularly around 
specific facts, details, dates, knowledge and biases. 
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Responsible Use 
Responsible use of AI for students primarily refers to the safe use and access to AI tools and 
technologies, avoiding entering any personal information, identifiable data or similar. Students 
must not: 

• Upload media containing depictions of themselves, other students, staff, parents/carers 
or members of the school community (including text, images/photos, audio and video). 

• Generate media which depicts the likeness of students, staff, parents/carers or 
members of the school community (including text, images, audio and video) 

• Generate artefacts that mimic a cultural tradition in a way that is disrespectful or 
offensive (for example, images mimicking indigenous artwork) 

If students are unsure whether their AI use represents responsible use, they should seek 
additional advice from teaching staff. 

Responsible use of AI at Alkira Secondary College will predominantly be related to academic 
activities as directed by teachers. 

 

Disclosure 
When advised, students are required to identify their use of AI tools in connection to specific 
assessment tasks. There may be occasions where AI may be: 

• Encouraged 
• Recommended 
• Required 
• Restricted 
• Prohibited 

Students will be made aware of these conditions in advance and the requirements around 
disclosing their use. This will be reiterated and enforced for assessed coursework tasks. 

This may include a statement as part of an assessment task that AI was used in ‘xyz’ ways, or it 
may require a more in-depth identification of use. 

 

Misuse and Consequences 
As AI tools and technologies are an emerging area in education and at Alkira Secondary College 
the misuse and consequences of misuse will adapt accordingly.  General misuse is to be 
treated similarly to existing ICT misuse procedures. More specific misuse in a classroom setting 
can be treated appropriately by the classroom teacher, but may include: 

• Teacher managed consequences 
• Assessment task invalidation 
• Communication to student parent/carer 

More serious misuse of AI technology that breaches the privacy or safety of students, staff, 
parents/carers or members of the school community will be treated on a case-by-case basis 
and may lead to police involvement, dependent on the severity. 

 



5 
 

Communication 
This policy may be communicated to our school community in the following ways 

• Available publicly on our school’s website 

• Included in staff induction and child safety training processes 

• Discussed at staff briefings/meetings on a yearly basis as part of induction 

• Included in our staff handbook/manual 

• Discussed at parent information nights/sessions 

• Included in transition and enrolment packs 

• Included as annual reference in school newsletter 

• Made available in hard copy from school administration upon request 

 

Further Information and Actions 
This policy should be read with the following policies on the Department’s Policy and Advisory 
Library (PAL) 

• Generative Artificial Intelligence 
• Acceptable Use Policy for ICT Resources 

 

Policy Review and Approval 
Policy – approved by Principal - 2025 

https://www2.education.vic.gov.au/pal/generative-artificial-intelligence/policy
https://www2.education.vic.gov.au/pal/ict-acceptable-use/overview
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