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LEYTON PUBLIC SCHOOLS 
BOARD OF EDUCATION POLICY #4065 

 
Staff Use of AI Tools 

 
As used in this policy, artificial intelligence tools (“AI Tools”) means 

machine-based resources that use computer science, algorithms, large 
language models, and/or machine learning to perform tasks, answer 

questions, collect information, and respond to human-directed tasks, 
queries, and objectives.  AI Tools include, but are not necessarily limited 

to, commercially-available resources like ChatGPT, Gemini, Claude, and 
similar technologies.  The board wants to encourage staff to use AI tools 

to support student learning in safe and lawful ways. 
 

This policy works together with the district’s policies on Student Use of 

AI Tools, Staff Internet and Computer Use, and Staff and District Social 
Media Use. 

 
Tool Approval.  Staff may not use an AI Tool with students or with 

student information unless a member of the district’s administration has 
approved it.  To use a new tool, staff must request approval from his/her 

supervising administrator first.  Before approving a tool, the district will 
review the vendor’s privacy and security practices, the kind of student 

information the tool would use, and whether a written data-sharing 
agreement with the vendor is required.  The district will keep a list of 

approved AI Tools and the allowed uses for each. 
   
I. Staff Expectations for Use of AI Tools in Education  
 

A. Acceptable Use of AI Tools.  Staff members must use 
their own professional oversight for any task they use AI 

Tools to complete and must carefully review the outputs of 
all AI Tools. Staff may use approved AI Tools to help with 

things like: 
 

1.  Drafting lesson plans, learning goals, and activities; 
2. Assisting in initial review and feedback of student 

work; 
3. Making reading passages or practice problems at 

different levels; 

4. Drafting general messages like newsletters or 
announcements; 

5. Finding resources or summarizing public information; 
6. Drafting routine communications. 
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B. Protecting Student Information.  Staff may upload 

student information into an AI Tool only when (a) the tool is 
district-approved, and (b) the vendor is bound by a written 

data-sharing agreement with terms that meet FERPA, 
COPPA, PPRA, and applicable state student data privacy 

laws.  For this purpose, student information includes student 
names, ID numbers, education records, IEPs, Section 504 

plans, evaluations, health records, and discipline records. 
This rule applies whether the staff member uses a district 

account, a personal account, a free version, or a paid 
version. 

 
C. Recording and Transcription Tools.  Staff may use AI 

recording or transcription tools only if: 

 
1. The transcription tool has been approved by an 

administrator for use in the school context; and 
2. All participants to the meeting are informed that the 

staff member is recording or transcribing the meeting.  
 

The resulting recording or transcript may be subject to the 
district's retention and confidentiality policies.   

 
D. Unacceptable Use of AI Tools in Education.  Staff may 

never use AI tools to:  
 

1. Upload FERPA-protected information about students 
without the express, written authorization from 

administrators who have assured themselves that 

such disclosure is lawful;  
2. Relying solely on an AI Tool to grade student work 

that counts toward a grade or transcript or otherwise 
evaluate student academic progress;  

3. Make or share deepfakes or fake images, audio, or 
video of any real person. 

4. Make or share sexual or intimate images of any real 
person—even if the image is AI-generated;  

5. Use AI to harass, bully, threaten, or impersonate any 
student, staff member, parent, board member, or 

community member; 
6. Use AI to watch, track, or scan faces of students or 

staff outside of systems the board has approved; 
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7. Upload materials to AI if the copyright or license does 
not allow it; 

8. Share district AI accounts or passwords with students 
or others; 

9. Use district AI accounts for personal or business 
reasons; or 

10. Use AI to bypass district network security, content 
filters, or device controls. 

 
If any staff member is uncertain about the application of this policy to 

any AI Tool use, the staff member will check with a supervising 
administrator before use. 

 
 

Adopted on: July 13, 2026 

 


