
Never goes into AI

✕ Student names and ID numbers ✕ Grades and test scores

✕ IEP, 504 and health information ✕ Discipline and behavior records

✕
Home addresses and phone
numbers ✕ Payroll and personnel files

✕ Social Security numbers ✕ Passwords and logins

Always

✓ Use only the approved tools ✓ Check every result before you use it

✓ A person makes every decision
about a student ✓ Cite AI when you use it

✓ Ask before you paste when unsure ✓ Bring questions to office hours

? Not sure? It is yellow until you ask.
Ask your technology contact, your principal or supervisor, or bring it to monthly office hours.
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We are not attorneys or accountants, and nothing here is legal or financial advice. This is process engineering, change management and technology work. Follow your district's
own adopted AI policy.

FOR EVERY STAFF MEMBER, EVERY TOOL AND EVERY TASK

When in doubt,
take it out.
Private information stays out of AI. A person checks every result and makes every

decision about a student.


