Kaimahi guidelines for using Al

Te Kura promotes responsible use of Al tools by kaimahi and akonga by educating on benefits and
risks, ensuring transparency, protecting privacy, addressing biases, and continually updating
practices in line with Al advancements.

Choose a safe tool

Use tools that enhance the security of our personal and company data
» Co-Pilot/ Bing Chat

Do not use tools that haven’t been assessed or qualified by the Academic Committee, the
Al Working Group or IRG.

Do not use tools, even free ones, as Te Kura has no controls over how our data is used.

Avoid Personal Information

Exclude any personal or identifying data
» Do notuse; names, addresses, phone numbers, or other identifiable details
» Be cautious not to input sensitive information, including Te Kura’s name, logo, or course
content

Quality Control

Review the Al-generated content
»  Check for accuracy, coherence, and relevance
» Ensure it aligns with the intended purpose of the document

Consistency
»  Verify consistent formatting, style and terminology
»  Ensure headings, fonts and spacing are uniform

Edit and refine as needed to improve readability and clarity.

Mandatory declaration of Al use*

When producing sensitive or official documents a declaration is expected
»  Clearly state that Al tools were used in creating the document
» Include a brief explanation of how Al was employed

*To meet the government and the Ministry of Education’s Principle of Transparency applied to all
schools

Additional checks

Legal and Ethical Considerations
Confirm compliance with privacy laws and regulation. If unsure, contact the Al Working Group



https://copilot.microsoft.com/
https://www.pmcsa.ac.nz/artificial-intelligence-2/ai-and-education/existing-new-zealand-policies/
mailto:AIWorkingGroup@tekura.school.nz

When using Al tools, remember that all Te Kura's policies and procedures apply, in particular:

e Copyright & Related Rights Policy
e Digital Citizenship Policy

e Information Security Policy

e  Privacy Policy

e Recordkeeping Policy

e Responsible ITC use policy



https://mytekuraschool.sharepoint.com/:w:/s/CE'sOffice/Eal7tfTeKRtAhKpvDdJbsXYBGGcJOfltRGhkNm0YIlOkkg?e=qnj89f
https://mytekuraschool.sharepoint.com/:w:/s/CE'sOffice/Ed_PxvZthbZMvR13L4EFPy8BR050Ylo5UYv33UvUaSYKhw?e=OKcIdw
https://mytekuraschool.sharepoint.com/:w:/s/CE'sOffice/EUNUY6IYxntIuC1lU9-VNWwBTEPeLL1xoe5w4dmBUVXZnw?e=lGsexC
https://mytekuraschool.sharepoint.com/:w:/s/CE'sOffice/EaYXU9gWktBJlbEEy0-1qi4BkQJ-RM7GAP2MpNZDG5HcBw?e=bFOVNN
https://mytekuraschool.sharepoint.com/:w:/s/CE'sOffice/Ebw15LyotWpBgsTiOEdiQeABmCfxX1jFotDRokC4VslL3Q?e=5zuMTy
https://mytekuraschool.sharepoint.com/:w:/s/CE'sOffice/EcBCefL_s-BNjB45ht-Z7ikBfqhtbuZAxx3dAPeHho6E4w?e=RDxKNS

