
 
ADMINISTRATOR'S GUIDE 

 

Schools, It's Time to Write the Rules 

Building Clear, Practical AI Policies That Teachers and Students Can Actually 
Follow 

 

Not vague bans. Not blind permission. Meaningful guardrails. 

 

Introduction: Why Vague Policies Fail 
AI tools are already in your classrooms, whether your policy acknowledges them or not. Students 
are using ChatGPT to draft essays. Teachers are using AI to generate lesson plans. And in most 
schools, the official policy is either a blanket ban nobody enforces, or a deafening silence that 
signals anything goes. 

 
Neither extreme works. Blanket bans breed resentment and drive usage underground. Silence 
creates confusion, inequity, and academic integrity crises. What schools need are clear, 
enforceable, and pedagogically sound policies that guide behavior rather than prohibit it. 

 
This guide is designed to help administrators build exactly that: a policy framework with distinct, 
practical guardrails for teachers and for students, grounded in educational purpose and real-world 
use. 

 

The Goal of This Guide 
By the end of this guide, your school will have: 

1.​ A clear foundational policy statement on AI use 
2.​ Distinct guidelines for teachers and for students 
3.​ A framework for enforcement and accountability 
4.​ Communication templates for parents and the community 
5.​ A review schedule to keep policies current 



 
 



Section 1: Building the Foundation 

1.1  Start With Your Educational Mission 
Before writing a single policy line, anchor your AI framework to what your school is actually trying 
to accomplish. Ask yourself: 

 
•​ What skills do we want students to develop that AI could support or undermine? 
•​ Where do we see AI adding genuine educational value? 
•​ Where do we see AI creating risk — academic dishonesty, over-reliance, inequity? 
•​ What are the values our community holds about effort, originality, and learning? 

 
Your answers to these questions should drive every policy decision that follows. A school that 
emphasizes critical thinking will approach AI policy differently than one focused on 
career-readiness. Neither is wrong — but both need policies that reflect their actual goals. 

 

1.2  Core Principles for Any AI Policy 
Effective AI policies, regardless of school type or grade level, tend to share these core principles: 

 
Principle What It Means in Practice 

Transparency Students and teachers must disclose when and how AI was 
used in any work product. 

Proportionality Restrictions should match the purpose of the assignment. 
Not all tasks need the same rules. 

Equity Policies should not disadvantage students based on access 
to technology at home. 

Educational Purpose AI use must serve a learning goal, not simply replace the 
learning process. 

Accountability There are consequences for misuse, and those 
consequences are clearly communicated. 

 

1.3  What the Policy Should Not Do 
As important as what your policy requires is what it avoids. Resist the urge to: 

 



•​ Issue a blanket ban with no exceptions or nuance (it won't hold) 
•​ Use vague language like 'use responsibly' or 'do not misuse AI' without defining those 

terms 
•​ Create policies that apply equally to a kindergartner and a senior taking AP courses 
•​ Ignore the fact that many students already use AI productively outside of school 
•​ Treat this as a one-time policy rather than a living document needing regular review 

 
 



SECTION 2 

AI Policy for Teachers 

Empowering educators to use AI effectively — and model responsible use for students 

 
Teachers are the single most important variable in how AI policy translates from paper to practice. 
If teachers are confused, inconsistent, or untrained, no student-facing policy will succeed. This 
section focuses on giving teachers clear guidance on what they can do, what they must do, and 
how to handle ambiguous situations. 

 

2.1  Permitted Uses for Teachers 
Teachers may use AI tools for the following purposes without additional authorization: 

 

Instructional Preparation 
1.​ Generating draft lesson plans, unit outlines, and learning objectives 
2.​ Creating differentiated materials for students at varying levels 
3.​ Developing practice questions, rubrics, and assessment criteria 
4.​ Summarizing research or synthesizing background information on new 

topics 

 

Communication and Administration 
1.​ Drafting parent communications, newsletters, and progress updates 
2.​ Generating template language for IEPs and accommodation 

documentation (with human review) 
3.​ Summarizing meeting notes or professional development sessions 

 

In-Class AI-Integrated Activities 
1.​ Demonstrating AI tools live in class to show capabilities and limitations 
2.​ Designing structured assignments that intentionally incorporate AI as a 

tool 
3.​ Teaching critical evaluation of AI-generated content as a media literacy 

skill 

 



2.2  What Teachers Must Do: Required Practices 
Permitting AI use is not the same as leaving it unmanaged. These are non-negotiable 
requirements for all teaching staff: 

 
Requirement Details 

Disclose AI Use When AI is used to generate substantial portions of instructional 
materials, teachers should note this if asked by students or 
parents. Modeling transparency is part of the policy. 

Set Clear 
Expectations Per 
Assignment 

Every written assignment must include an explicit AI use 
designation (see Section 2.4). Students should never have to guess. 

Do Not Input 
Student PII into AI 
Tools 

Student names, grades, behavioral notes, IEP details, or other 
personally identifiable information must not be entered into 
external AI tools unless the platform is district-approved. 

Verify AI-Generated 
Content 

Teachers are professionally responsible for the accuracy of 
materials they present. AI content must be reviewed before being 
shared with students. 

Complete AI 
Literacy Training 

All instructional staff must complete the district's AI literacy 
module before using AI tools in class-facing contexts. 

 

2.3  What Teachers Cannot Do 
These uses are prohibited for all teaching staff: 

 
•​ Submitting AI-generated content as original professional work for evaluation, promotion, or 

certification 
•​ Using AI to generate student grades, assessments, or disciplinary recommendations 

without human review and judgment 
•​ Entering identifiable student data into non-approved AI platforms 
•​ Using AI-generated content that has not been reviewed for accuracy, bias, or 

appropriateness 
•​ Claiming AI-generated lesson materials are entirely original if asked directly 

 

2.4  The Assignment AI Classification System 
One of the most practical tools an administrator can give teachers is a standardized way to 
communicate AI policy on each assignment. We recommend a simple three-tier system that 
teachers apply at the top of every assignment: 



 
Tier Label Meaning 

Tier 1 AI-Free No AI tools may be used at any stage. This is a 
test of student's own knowledge, analysis, or 
creativity. 

Tier 2 AI-Assisted AI may be used for specific, defined tasks (e.g., 
brainstorming, grammar check). Disclosure 
required. Core thinking is student's own. 

Tier 3 AI-Integrated AI is an expected part of this assignment. 
Using it well is part of what's being assessed. 
Documentation of how AI was used is 
required. 

 
This system removes ambiguity from the classroom. A student who knows an essay is "Tier 1" has 
no grounds to claim they misunderstood the expectation. A student working on a "Tier 3" project 
knows they're being evaluated in part on how effectively they direct and critique AI output. 

 

2.5  Supporting Teachers: Professional Development 
Policy without support is unfair. Teachers need training, not just rules. Administrators should plan 
for: 

 
•​ An initial AI literacy workshop (2-4 hours) before any policy goes live 
•​ Regular 'AI in Practice' peer sharing sessions where teachers discuss what's working 
•​ A designated point of contact (tech coach, curriculum coordinator) for AI policy questions 
•​ Access to district-approved AI tools so all staff have equitable, vetted options 
•​ Annual policy review sessions where teacher feedback directly shapes updates 

 
 



SECTION 3 

AI Policy for Students 

Building digital citizens who use AI as a tool for learning, not a shortcut around it 

 
Student-facing policy needs to be direct and concrete. Abstract language about 'academic 
integrity' or 'responsible use' does not change behavior. Students need to know exactly what is 
allowed, what is not, how to document their AI use, and what happens if they violate the policy. 

 

3.1  The Core Rule: Disclose, Then Decide 

The Golden Rule for Students 
If you use AI, you must say so. The rule isn't just 'no cheating' — it's 'no hiding.' A 
student who uses AI and discloses it has engaged honestly. A student who uses 
AI and hides it has violated the policy regardless of the quality of their work. 

 

3.2  Student Permitted Uses by Tier 
What a student may do with AI depends entirely on the assignment tier assigned by their teacher. 
Students must check the tier before starting any assignment. 

 

Tier 1 Assignments (AI-Free) 
AI tools are completely off-limits during all stages of the work — brainstorming, drafting, editing, 
and submission. This includes: 

 
•​ No using AI to generate ideas or outlines 
•​ No using AI to check or improve grammar on the submitted work 
•​ No using AI to summarize source material you then paraphrase 
•​ No showing AI-generated work to a peer who then 'rewrites it' for you 

 

Note: Tier 1 does not mean no technology. You may still use a spell-checker, a 
dictionary, or a calculator if those have always been permitted. The restriction is 
on generative AI tools specifically. 



 

Tier 2 Assignments (AI-Assisted) 
AI may be used for the specific purposes identified by your teacher. Common permitted uses 
include: 

 
•​ Brainstorming or generating an initial list of ideas (the final direction must be your own) 
•​ Checking spelling, grammar, and sentence structure (not rewriting entire paragraphs) 
•​ Getting a general explanation of a concept you're struggling to understand 
•​ Generating a counterargument to stress-test your own reasoning 

 
On Tier 2 assignments, you must submit an AI Use Disclosure Statement (see Section 3.4) 
describing what you used AI for and how it influenced your work. 

 

Tier 3 Assignments (AI-Integrated) 
AI is a required or expected tool. You are being evaluated in part on how you use it. This includes: 

 
1.​ Using AI to generate a first draft that you critically evaluate, revise, and improve 
2.​ Designing an AI prompt, evaluating its output, and explaining what worked and what 

didn't 
3.​ Using AI as a research assistant while demonstrating you can verify and contextualize its 

claims 
 
A detailed AI use log is required for all Tier 3 assignments. Your log should show the prompts you 
used, what AI generated, and how your thinking changed or challenged that output. 

 

3.3  What Students Cannot Do (All Tiers) 
Regardless of assignment tier, the following are prohibited: 

 
Prohibited Action Why It Violates Policy 

Submitting AI-generated 
text as entirely your own 
original work 

This is academic dishonesty. Passing off someone else's (or 
something else's) work as your own undermines the 
purpose of assessment. 

Using AI on Tier 1 
assignments in any form 

The teacher has determined this work must be entirely 
yours. That restriction is part of the learning objective. 



Prohibited Action Why It Violates Policy 

Concealing AI use when 
asked by a teacher 

Honesty about your process is required. Denying AI use 
after using it is a dishonesty violation, not just a policy 
violation. 

Using AI to impersonate 
yourself in live assessments 

Oral exams, presentations, and real-time work must be 
yours. AI cannot attend class or respond on your behalf. 

Sharing AI-generated 
content as peer writing 

Giving AI-generated text to a classmate for them to submit 
also violates this policy. 

 

3.4  AI Disclosure Requirements 
For any assignment where AI was used (Tier 2 or Tier 3), students must submit an AI Use 
Disclosure Statement. This should include: 

 

AI Use Disclosure Statement — Required Fields 

Tool(s) Used Name of the AI tool(s) you used (e.g., ChatGPT, Grammarly, 
Google Gemini) 

Purpose What specific task did you use AI for? (e.g., 'I used it to 
generate a list of possible thesis directions') 

Your Contribution How did you evaluate, modify, or build on what AI 
produced? 

Limitations Noticed Did AI make errors or miss something important? What 
did you correct? 

 

 

3.5  Consequences for Violations 
Consequences should be graduated based on severity, context, and whether this is a first offense. 
Here is a recommended framework: 

 
Violation Level Example Consequence Range 

Minor Used AI grammar check on 
Tier 1 assignment without 
disclosing 

Warning, resubmission 
required, parent notification 



Violation Level Example Consequence Range 

Moderate Submitted AI-generated 
paragraph on Tier 2 
assignment as own writing 

Zero on assignment, 
academic integrity 
conference, logged on record 

Severe Submitted entirely 
AI-generated paper on Tier 1 
final exam; lied about it when 
asked 

Failing grade, formal 
disciplinary process, notation 
on transcript per district 
policy 

 
 



Section 4: Implementing and Communicating the Policy 

4.1  Rollout Sequence 
Policy rollout order matters. Do not publish the student-facing policy before teachers have been 
trained on it. 

 
Phase Timeline Actions 

1 4–6 weeks before 
launch 

Form policy committee (admin, teachers, 
counselors, a student representative). Draft policy. 
Solicit teacher feedback. 

2 2–3 weeks before 
launch 

Train all teaching staff. Run Q&A sessions. Pilot the 
tier system in select classrooms. 

3 1 week before launch Communicate to parents and families. Update 
student handbook. Post FAQ on school website. 

4 First week of launch Introduce policy to students in homeroom or 
advisory period. Review examples of each tier. 

5 Ongoing Monitor, collect feedback, address edge cases, 
schedule formal policy review at semester's end. 

 

4.2  Parent and Family Communication 
Parents often receive news about AI policy after a problem occurs. Get ahead of it. Your 
communication should cover: 

 
•​ Why the school has adopted an AI policy (brief rationale) 
•​ The three-tier system and how it will appear on assignments 
•​ What the school considers academic dishonesty in an AI context 
•​ How parents can support their child's honest, productive use of AI at home 
•​ Who to contact with questions or concerns 

 
Consider hosting a parent information night, especially at the secondary level where AI misuse is 
most likely to surface. 

 

4.3  Handling Edge Cases and Disputes 



Edge cases will arise. A student whose AI-assisted grammar edits on a Tier 2 essay triggered a 
detection tool unfairly. A teacher who gave Tier 1 designation mid-project after students had 
already started using AI tools. Have a process: 

 

Dispute Resolution Process 
5.​ Student or teacher raises concern within 5 school days of the assignment 

return 
6.​ Written statement submitted by both parties describing their 

understanding of the assignment tier and what occurred 
7.​ Department head or academic dean reviews and makes a determination 

within 3 school days 
8.​ Outcome documented. Patterns inform the next policy review. 

 
Important: AI detection tools are unreliable and should never be the sole basis for an academic 
dishonesty finding. They produce false positives. Use them as one data point in a broader 
conversation with the student — not as evidence. 

 

4.4  Keeping the Policy Current 
AI tools are evolving faster than any school policy can keep up with. Plan for regular review cycles: 

 
•​ End of each semester: Review flagged cases, collect teacher and student feedback 
•​ Annually: Full policy review with stakeholder input, update tier examples to reflect new 

tools 
•​ As-needed: Emergency policy update if a major new tool fundamentally changes the 

landscape 
 
Assign a specific administrator or instructional technology coordinator to own the AI policy review 
process. Without a named owner, updates will not happen. 

 
 



Section 5: Quick Reference Summary 

For Administrators: The Policy Checklist 
 

 Checklist Item 

☐ Policy grounded in your school's educational mission 

☐ Core principles defined (transparency, proportionality, equity, purpose, 
accountability) 

☐ Teacher-specific guidelines in place covering permitted uses, required practices, 
and prohibitions 

☐ Three-tier assignment classification system adopted and communicated 

☐ Student-specific guidelines in place covering permitted uses per tier and 
prohibited actions 

☐ AI Use Disclosure Statement template created and distributed 

☐ Consequence framework defined and proportional 

☐ Teacher AI literacy training scheduled before policy launch 

☐ Parent communication plan drafted and approved 

☐ Policy rollout sequence finalized with named owners for each phase 

☐ Dispute resolution process documented 

☐ Policy review schedule established with a named owner 

 

A Final Word 

The schools that get AI policy right will not be the ones who banned everything, 
nor the ones who looked away. They will be the ones who sat down and wrote the rules — 

clearly, thoughtfully, and with the people they serve at the center. 

That's the job. And there's no AI tool that can do it for you. 
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