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Artificial Intelligence (AI) Policy: 

By incorporating responsible AI use, SEARK college can harness the benefits of AI technologies 

while upholding ethical standards and safeguarding the rights and well-being of its constituents. 

Purpose: The purpose of this AI policy is to ensure academic integrity, ethical use of 

technology, and compliance with college standards regarding the use of AI tools in 

coursework and assignments. 

 

1. Introduction 
 
Artificial Intelligence (AI) tools are becoming increasingly useful and accessible.  In 
particular, generative AI tools have become a part of many people’s workflows.  
Generative AI tools use large language models (LLMs) to produce text or images in 
response to queries.  Similarly, chatbots based on LLMs can help write emails, 
reports, and essays.  This institution does not encourage the use of chatbots or other 
AI tools to complete work or class assignments.  AI should be treated as a tool, not 
used to create a final product. But we recognize that AI may play a useful role in 
employee workflow and in the student learning experience.  ChatGPT is one such 
LLM-based chatbot, but there are many others available to consumers.  This policy 
is intended to cover all AI-based tools.   
 

2. General Guidelines 
 
It is good practice to undergo training on the ethical use of AI, as well as issues related 
to data privacy and confidentiality, before utilizing AI on campus.  Always keep the 
following in mind when using AI: 
 
• When typing into an AI tool, you are giving information to the system’s developers.   
• When seeking feedback on text or code, only provide snippets to minimize the 

amount of information shared.   
• If you don’t want something in the public domain, don’t type it into an AI tool.   
• Each time you start a new chat on an AI tool, you are starting from scratch.  The 

tool cannot reference previous chats.  



• AI can provide inaccurate information, so all responses must be carefully 
checked.  

• AI is best used for feedback on one’s own work and not to scrutinize others’ 
efforts.   

• Always ask yourself whether the rewards of utilizing AI outweigh the risks.  

 

3. Acceptable Uses – Employees  
 
AI tools are powerful resources that can help streamline processes, revise text, and 
structure thoughts.  The following are examples of how AI can be used responsibly:  
 
• Ask for a spell-check or grammar-check.   
• Ask for better ways to word a sentence.  
• Ask for the outline of a report, blogpost, or other text to generate ideas.  
• Ask for feedback on snippets of code or help with Excel formulas.   

 
This section is NOT intended to apply to student coursework.   
 

4. Prohibited Uses – Employees  

AI tools are prohibited when their use would undermine the security and/or safety of 
the institution, its employees, and/or its students.  The following are examples of 
prohibited uses (this list is not exhaustive):  

• You may not use your company or school credentials (e.g., email address, phone 
number) to create an account on an AI platform.  Use a personal email address 
for all platforms for example gmail, yahoo, etc.   

• You may not divulge sensitive information related to the institution, its 
employees, or its students.  This includes, but is not limited to any personally 
identifiable information covered by FERPA, HIPAA, and federal or state law. 

• You may not type or paste draft contracts such as employment contracts or 
contracts with clients/providers.  

• You may not type or paste documents that may contain business-sensitive data 
such as annual reports, accounting reports, etc.  

• You may not seek feedback on a job applicant’s resume or CV by typing or pasting 
them in full or in part. 

• You may not type or paste proprietary code, documents, or other information not 
intended for the public eye.  

• You may not type or paste content that is subject to a copyright license which 
does not allow for indiscriminate sharing.  
 

Failure to comply with this section can result in disciplinary action up to and 
including termination of employment.   



 
5. Use of AI in the Classroom  

 

Because generative AI is a constantly evolving space, the committee encourages SEARK’s 
 instructors to begin to learn more about generative AI so they can better adjust their 
 pedagogy to meet current student needs. 

 
• Use of AI Tools: Students are permitted to use AI tools and software for 

academic purposes only when explicitly allowed by the instructor. The use of 

AI tools must adhere to the following guidelines: 

o Students must disclose the use of AI tools in their assignments and 

properly cite any output generated by these tools.  

o AI tools may be used to assist with research, data analysis, coding, and 

other academic tasks as long as they do not violate copyright laws or 

academic integrity policies. 

o The use of AI tools for activities such as plagiarism, cheating, or 

unauthorized collaboration is strictly prohibited and may result in 

academic penalties. 

o Academic Integrity: Students are expected to maintain the highest 

standards of academic integrity. Plagiarism, cheating, and other forms 

of academic dishonesty, including the misuse of AI tools, are 

unacceptable and will be subject to disciplinary action as outlined in 

the college's academic integrity policy. 

• Consequences of Misuse: Misuse of AI tools or violations of academic 

integrity policies will result in consequences, which may include but are not 

limited to 

▪ Failure of the assignment 

• Reduction of overall course grade 

• Academic probation 

• Suspension or expulsion from the college 

By enrolling in SEARK, students agree to comply with the provisions outlined 

in this AI policy. Failure to adhere to these guidelines may result in academic 

penalties and disciplinary action. 

 

• Instructor Discretion: Instructors reserve the right to determine whether the 

use of AI tools is appropriate for specific assignments or tasks. Students are 

encouraged to consult with their instructors if they have any questions or 

concerns about the use of AI tools in their coursework. 



• Student Responsibility: It is the responsibility of each student to familiarize 

themselves with this AI policy and adhere to its guidelines as well as the 

guidelines set in each syllabus. Ignorance of the policy will not be considered 

a valid excuse for violations. 

• Reporting Violations: Suspected violations of this AI policy should be 

reported to the instructor or relevant college authorities for investigation and 

resolution. 

6. Detection of Violations  
 
In determining whether AI was inappropriately used in violation of this policy, it 
should be noted that generative AI detection tools are not foolproof – they can 
produce false positive and false negatives.  If an AI detection tool suggests work is 
artificially generated, this should only be the start of data gathering.  Other relevant 
data might include inconsistency with other written work, made-up references, 
writing that is not responsive to the prompt, and obvious mistakes in the written work 
(all common issues with AI).  
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