PROMONTORY
/\ school of expedmary learning

ARTIFICIAL INTELLIGENCE (Al) PROCEDURES
AND BEST PRACTICES GUIDE

PURPOSE

This guide supports the implementation of the Promontory School Artificial Intelligence (Al) Acceptable
Use Policy by providing practical expectations, examples, and best practices for educators and students.

Al is a rapidly evolving technology. This guide may be updated by Administration as technologies, laws,
educational practices, and school needs evolve.

UNDERSTANDING ARTIFICIAL INTELLIGENCE

Artificial Intelligence (Al) refers to digital tools and systems that analyze data, generate content, or
perform tasks that typically require human intelligence.

TYPES OF Al

e Reactive Al
o Responds to data or inputs without learning from that data.
m  Examples:
e Adaptive testing
e Alexa
® Siri
® Chess.com
e Predictive Al
o Analyzes data sets to learn and predict future events or decisions.
m  Examples:
e Netflix recommendations
® Google Docs autofill
® YouTube recommendations
e Weather forecasting systems
e Generative Al
o Creates new content and generates ideas from learned data patterns.
m  Examples:
e ChatGPT
e (Canva Text-to-Image
e Adobe Firefly
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Al IN EDUCATION

For Educators

Al may be used to support instructional planning, efficiency, differentiation, and communication.
Examples include:

Chatbots for support
Resource recommendations
Data analysis

Content creation
Administrative task support
Differentiated instruction
Language translation

Accessibility supports

Educators remain responsible for all instructional decisions, grading practices, communications, and
professional judgment.

For Students

Students may use approved Al tools to support learning when authorized by their teacher and in
accordance with school policies, classroom expectations, and age-appropriate guidelines.

Appropriate uses may include:

Brainstorm: Generate ideas that support original student work.

Clarify: Seek explanations, examples, and clarification of concepts.

Feedback: Receive feedback regarding grammar, organization, transitions, and writing clarity.
Create: Develop new materials and projects that build upon student creativity.

Organize: Assist with schedules, planning, and task management.

Remember
Al DOES: Provide a tool for supported learning.

Al DOES NOT: Replace critical thinking, creativity, craftsmanship, or original student work.
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ACADEMIC INTEGRITY

As we integrate new technology into education, we must hold true to our RISE FAR values and maintain
integrity and responsibility when using these tools to foster innovation.

Passing off Al-generated content as original work is considered plagiarism.

Any student found using Al tools irresponsibly may face consequences consistent with school policies
and classroom expectations.

ACADEMIC INTEGRITY MATRIX

Assignment Type Al Allowed Example
Brainstorming Yes Idea generation
Editing Yes Grammar feedback
Research Support Limited Fact-checking
Final Writing Teacher Determines Must disclose Al use if required
Assessments No, unless approved Teacher permission required

Teachers retain authority to determine acceptable Al use within classroom assignments.
Staff Expectations
Staff members are expected to:

Model ethical and appropriate Al use.

Clearly communicate expectations for student Al use.

Verify Al-generated content before sharing or using it.

Maintain confidentiality and data privacy requirements.

Exercise professional judgment when integrating Al into instruction.
Use only approved Al tools for student-related purposes.

Follow all school technology, privacy, and instructional policies.
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Student Expectations
Students are expected to:

Use Al as a support tool, not a replacement for learning.
Follow teacher directions regarding Al use.

Disclose Al use when required.

Maintain academic integrity.

Use only approved Al tools when directed by school staff.

Respect school technology and acceptable use expectations.

Educator Best Practices When Using Al

Ensure Data Privacy and Security

Before using any Al tool, carefully consider student data privacy laws and school policy.
Personally identifiable information (Pll) includes:

Names

Addresses

Phone numbers

Email addresses

Student identification numbers
Dates of birth

Educational records

Medical information

Financial information
Employment information

Biometric information

Never enter protected student information into an Al system unless the platform has been formally
approved by Administration and includes appropriate privacy protections and data agreements.

Establish Transparency and Accountability
Students, teachers, and families should understand:

When Al is being used
Why Al is being used
Appropriate uses of Al

Limitations of Al

Transparency builds trust and supports responsible learning practices.
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Engage in Professional Learning
Staff members are encouraged to participate in ongoing professional learning related to:

Al literacy

Emerging technologies
Instructional integration
Data privacy

Ethical use of Al

BEST PRACTICES WHEN USING Al WITH STUDENTS
Teach Ethical and Explainable Use
Students should be taught when, why, and how Al may be used appropriately.

Model honesty, transparency, and responsible use.

Modernize Assessment
When Al is permitted, assessment practices may need to shift toward evaluating:

Student thinking
Process
Reflection
Revision

Application of learning

rather than solely evaluating final products.

Ensure Data Privacy and Security

Only approved Al systems may be used with students.

Teachers should verify that all recommended tools comply with current school privacy expectations.

Inform Appropriate Stakeholders
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Teachers should communicate classroom expectations regarding Al use when Al is incorporated into

instruction or assighments.

Families should understand how Al may be used to support learning.

Provide Learning Opportunities for All

Al should be implemented in ways that support equitable access and learning opportunities for all
students.

Al may provide additional support for:

Students with disabilities
Multilingual learners
Students requiring accessibility supports

Students needing differentiated instruction
Monitor and Evaluate Effectiveness

Teachers should regularly evaluate the impact of Al tools on student learning and adjust practices as
needed.

Al AND EXPEDITIONARY LEARNING

Promontory believes that authentic learning experiences, fieldwork, craftsmanship, revision,
collaboration, and student voice remain essential components of high-quality work.

Al should be used to support inquiry, research, reflection, and creativity, but shall not replace authentic
experiences, critical thinking, craftsmanship, or the production of original student work.

Al is a tool that supports learning. It is not a substitute for the habits of scholarship, quality work, and
character development that are central to Expeditionary Learning.

APPROVED Al TOOLS
Administration may maintain and publish a list of approved Al tools for instructional and operational use.

Only approved tools may be used when student information, instructional activities, or school operations
are involved.
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