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This policy applies to Benenden School (Kent) Limited and its subsidiaries (collectively ‘Benenden’ or 

‘the School’). Though this policy is specific to Benenden, certain policy aspects will be common 

across the Benenden family of schools. Other schools in the group have their own specific policies 

that reflect their individual circumstances, and these local policies are to be followed where 

appropriate.  

1. PURPOSE & SCOPE 

This policy document applies to all members of the Benenden community, including students, 

teachers, administrative staff, and other stakeholders who may use AI technologies in the school 

environment. In accordance with the OECD, we define AI technologies as ‘a machine-based system 

that can, for a given set of human-defined objectives, make predictions, recommendations, or 

decisions influencing real or virtual environments.’ Some common tools include Large Language 

models such as ChatGPT. Many existing programmes already used by the school also utilise AI 

technology, such as Seneca. In accordance with the ‘Due Diligence’ subheading under Ethical 

Considerations below, Benenden only sanctions the use of AI tools and programmes which have met 

the criteria.  

By leveraging AI technologies across the Benenden community, we aim to enhance the academic 

experience, learning environment and holistic development of our students. As part of this, we 

recognise the potential to assist our community with organisation, management, and efficiency. 

Further, we feel it is our responsibility as educators to prepare our students for a future in which 

understanding and utilising AI technologies will be essential for their personal and professional lives. 

Nevertheless, we recognise the potential risks of such technology. These include but are not limited to 

issues around privacy and data, academic integrity and plagiarism, access and equity, ethics and 

accountability in AI usage.  

This policy serves as a guide to foster an environment where AI is used appropriately, transparently, 

and in line with our commitment to student curiosity, creativity, knowledge and skills. In short, in line 

with the principles of a Complete Education.  

Against an ever-evolving landscape of AI technology, this policy establishes a framework that ensures 

the regular monitoring, evaluation and updating of AI usage. It is to be used in conjunction with other 

relevant policies which are referred to throughout the document.  

2. RESPONSIBILITIES  

The responsibility for monitoring and reviewing this policy lies with the First Deputy in conjunction with 

the Assistant Head Academic who leads on AI strategy. The Policy also gives duties to all students, 

staff and visitors concerning the ethical and appropriate use of AI in school. The AI Working Group 

report to SLT and make recommendations for updates and implementation of the Policy. 

PRINCIPLES OF AI USE 

In 2026 Benenden developed a set of principles to guide AI use by all members of the community 

(including all staff and students). These are known as the PATCH principles: 

P - Privacy & Ethical Use: Use AI responsibly. Follow safeguarding and data protection rules, 

respect others' information, and build healthy digital habits. 

A – Accountability: You own your work. Whether you use AI or not, you are responsible for its 

accuracy, quality and integrity. 

T – Transparency: Be honest about AI. Always declare when and how you've used it — clarity and 

trust depend on it. 

C - Critical Thinking: Don't take AI at face value. Question what it produces, cross-check sources, 

and watch out for bias or error. 



H — Human-Centred: People come first. AI should never replace the relationships, empathy, 

creativity and independent thought that are at the heart of learning. Know when not to use AI. 

There is specific guidance on different staff and student uses within this Policy, but these principles 

should all be met for any specific use. Further details on some of these principles can also be found in 

this policy. 

3. ETHICAL CONSIDERATIONS 

The fundamental principle is that AI should not be used for harm. We recognise that the improper use 

of AI could lead to instances of cyber-bullying and other unacceptable behaviour. Benenden treats all 

types of bullying very seriously and acknowledges that cyber-bullying may take place inside School, 

outside of School and at any time of the day. 

We also recognise that certain AI tools represent the potential for considerable harm to the 

reputations of staff-members at Benenden School, through the creation of video, voice, or other 

content generated with malicious intent. The generation or dissemination of AI-generated synthetic 

media (including voice, video, or likenesses of students or staff) is strictly prohibited. This includes any 

content created using AI tools for malicious, humorous, or experimental purposes without consent. 

Violations may be considered safeguarding issues and dealt with under the Online Safety Act 2023. 

Further details of sanctions for students can be found in the Pupil Behaviour Policy.  

Staff members must also ensure that their use of AI is at all times in line with the Staff Code of 

Conduct, treating all members of the community with respect, dignity, fairness and courtesy.  

Online safeguarding is the responsibility of the Online Safety Coordinator/Designated Safeguarding 

Lead (the Deputy Head Boarding & Pastoral Care) who is supported by an Online Safety Office (the 

First Deputy), an Assistant Online Safety Officer (the Director of Digital Strategy and Innovation), the 

IT department and other members of the Safeguarding Team.  

Any online safeguarding issues for staff or pupils (including through use of AI) must be reported to the 

Online Safety Coordinator, who will work with the Kent Safeguarding Children Multi-Agency 

Partnership as needed. As with other websites, particular forms of AI that have the potential for harm 

will be blocked using the IT filtering system. In line with KCSIE 2025 and the DfE Cybersecurity 

Standards (March 2025), AI tools that enable chat, generative search, or unfiltered internet access 

must be auditable and subject to monitoring controls. The use of AI technologies that bypass school 

filtering or logging systems is prohibited. Further details can be found in the Online Safety Policy.  

Benenden recognises that AI has the potential to support all students and that there could be specific 

benefits to SEN and EAL students through the appropriate use of AI systems. However, it is also 

possible that some forms of AI are discriminatory and Benenden will emphasise equity and inclusion 

in our consideration of what AI systems are acceptable for use in school. 

Benenden will ensure that AI-related activities are thoughtfully planned and well-managed for 

students, ensuring that they have the necessary guidance and support to use the technology 

responsibly and safely. 

Different AI tools are appropriate for students of different ages and Benenden will ensure that students 

use these tools in an age-appropriate manner and in conjunction with the terms of use for the different 

AI programmes. Parents will be offered an opt-out as required. 

Due Diligence  

In-line with these ethical considerations, Due Diligence will be carried out by the Director of Digital 

Learning and Innovation. Using guidance from the external Data Protection advisor Securys, AI 

technologies which are deemed potentially useful to both students and staff will be assessed. Due 

Diligence considerations include checks on age-appropriateness, data storage, data sets, and bias.  

AI technology which has not passed Due Diligence will not be accessible via the School’s internet.  



Benenden will take all reasonable precautions and attempt to educate students wherever possible, to 

ensure that they are not accessing any unethical or dangerous AI technology where devices are 

beyond the School’s control. Please see the Online Safety Policy for more information and note the 

Pupil Acceptable and Safe Use of ICT Agreement. 

4. TRANSPARENCY 

Transparency is an important principle in the use of AI at Benenden for both students and staff. The AI 

usage grid should be used to promote transparency with students citing their use appropriately. 

Communication with parents is another important element of Benenden’s transparency regarding AI. 

This policy will be available on the school website and the ways in which staff and students are, and 

are not, allowed to use AI will be communicated clearly to parents. See the ‘Acceptable Use’ section 

of this policy for more information.  

The AI Working Group are further committed to increasing staff and student awareness of which 

technology lies behind certain tools and products. Please see the Education of Staff and Students 

section of this policy for more details.  

5. DATA PRIVACY AND SECURITY  

Staff, students and visitors have a responsibility to ensure the security of any personal, sensitive, 

confidential and classified information when using AI technologies.  

AI must only be used in a way that does not put sensitive data at risk. No individual should ever be 

personally identifiable from the information put into an external AI tool. This means that reference to 

an individual’s full name must never be included in questions or information provided to an external AI 

tool. Further specific guidance for staff and students can be found in the Acceptable Use section of 

this policy. 

In the event of a data breach, the Privacy and Compliance Officer (DFO) should be notified 

immediately. Further details can be found in the School’s Data Protection Policy. 

6.  ACCEPTABLE USE  

6.1 Students:  

6.1.1. General:  

AI must only be used in conjunction with the PATCH principles and in a way that does not cause harm 

to others. Please refer to the Ethical Considerations section of the policy for further information on this 

area.  

AI must only be used in a way that does not put the sensitive data of you or anyone else at risk. No 

individual should ever be personally identifiable from the information put into an external AI tool. This 

means that no reference to an individual’s name and/or sensitive data must ever be provided to an 

external AI tool. Please refer to the Data Privacy and Security section of this policy for further 

information.  

6.1.2. Use of AI for internally assessed work: 

AI must only be used for schoolwork as directed by a teacher and in accordance with the Benenden 

AI usage grid. This can be viewed here. 

If a teacher does not specify an AI usage term for a given piece of work, the student is to understand 

that ‘No AI usage’ applies, and to refrain from using it.  

All AI usage is to be documented in the student’s self-assessment form for each piece of work. This is 

to include any AI citations where possible. An example of a self-assessment form can be found here. 

The use of AI on schoolwork without permission from a teacher is viewed as Plagiarism and will be 

sanctioned as such by the school. Please refer to the Pupil Behaviour policy for further details.  

https://benenden.sharepoint.com/:i:/r/sites/Academic/AI/Usage%20Terms%20%26%20Self-Assessment/AI_Terms_A3.jpg?csf=1&web=1&e=HRszw3
https://benenden.sharepoint.com/:w:/r/sites/Academic/AI/Benenden%20AI%20self-assessment%20sheet.docx?d=wa03ddd7c86fc464cb5d4fb14bbcabd24&csf=1&web=1&e=pZc0zv


 

6.1.3. Use of AI for externally assessed work: 

• Acceptable Usage: Use of AI in coursework, NEA, or assessments submitted for external 

qualifications is strictly limited per JCQ regulations. Sources, including AI sources, must be 

clearly referenced, and candidates must specify how AI has been used. JCQ guidance notes 

that some AI use may prevent students from meeting independent marking criteria, 

potentially affecting marks. 

• Academic Integrity: All work must be the candidate’s own, as per JCQ regulations, 

specifically section 5.3(k). 

• Declaration Requirement: Students must declare any AI usage that has contributed to their 
work, including idea generation, planning, structuring, or proofreading. Use that is not 
transparently acknowledged - even if AI output is not directly copied - may constitute 
malpractice under JCQ section 5.3(k).  

 

• Preventing AI Misuse: Benenden follows JCQ guidance on preventing AI misuse in 

assessments, relying on established procedures to detect malpractice and referring to 

JCQ’s AI Use in Assessments policy for further advice. 

• Consequences: Misuse of AI in assessments is malpractice and may lead to severe 

sanctions, including disqualification and a ban on taking qualifications for a period.  

6.2 Staff:  

6.2.1. General: 

AI must only be used in conjunction with the PATCH principles and in a way that does not cause harm 

to others. Please refer to the Ethical Considerations section of the policy for further information on this 

area.  

AI must only be used in a way that does not put the sensitive data of you or anyone else at risk. No 

individual should ever be personally identifiable from the information put into an external AI tool. This 

means that reference to an individual’s full name must not ever be included in questions or 

information provided to an external AI tool. Judgement must be employed as to whether an individual 

may be identified by a first name, initials, and in particular a combination of these with any sensitive 

other information about a person.  

For example, putting a student’s first name into an AI tool to create a rota which contains no other 

sensitive information about individuals would be fine. However, putting a first name into a student 

report or email to parents is unlikely to be, due to the other sensitive information therein.  

Staff are expected to keep up with developments in AI technology so as to understand how these can 

be used by students and the broader community in an effective and appropriate way. See Education 

of Staff and Students for information on staff training.  

AI tools may be used by staff to support, but not replace their role within the school. Staff are 

expected to use their best judgement and scrutiny to ensure that any material produced by AI under 

their prompting is accurate and fair enough to be shared with the staff, students, or externally as 

appropriate.  

6.2.2. Use of AI for internal work: 

Staff may generally use AI in accordance with any of the usage terms on the Benenden usage grid, 

provided that they continue to provide a tailored and bespoke education to Benenden students, and 

are behaving in line with the Staff Code of Conduct. 

Staff must exercise professional judgement when using AI to support lesson planning, assessment 

feedback, or communication. AI tools may supplement, but not replace, the teacher’s role in tailoring 



learning experiences. Materials generated by AI must always be reviewed and personalised before 

being shared with others. 

Staff may use AI for internal appraisals, provided that this only entails writing up detailed notes into 

longform, rephrasing into more fluid English, or checking accuracy.  

This is provided that the staff member’s name and/or any personal data are not provided to an 

external AI tool (see General above), and that the staff member is satisfied that they have given a 

personal and accurate reflection of their colleague’s performance. 

6.2.3. Use of AI for external work: 

Teaching Staff may use AI for reports if this entails writing up detailed notes into longform, rephrasing 

into more fluid English, or checking accuracy.. This may be undertaken provided that the student’s 

name and/or any personal data are not provided to an external AI tool (see General above), and that 

staff continue to provide a tailored and bespoke education to Benenden students, producing reports 

that are specific to each. 

All staff may use AI in a similar way for external correspondence, including references for staff at 

Benenden School.  

The use of AI for the creation of UCAS subject comments and University references of any sort is 

currently forbidden at Benenden. Staff who need extra support are still able to use non-AI technology 

for spelling and grammar on these references.  

The use of AI for making decisions about recruitment of staff is currently forbidden at Benenden. 

Please refer to the Recruitment Policy and Process for further details.  

Specific teaching staff guidance on different possible use cases can be found as Appendix A at the 

bottom of this document. 

 

7.   EDUCATION OF STAFF AND STUDENTS 

The effective and successful use of AI at Benenden requires staff and students to be educated about 

its use. AI tools which have passed Due Diligence (see above) will be clearly communicated to staff 

and students.  

Staff INSET and Teaching and Learning Sessions will be used to ensure that staff are confident in 

using AI in lessons and in administrative tasks (as appropriate for individual roles and subjects) and in 

supporting and guiding students in their effective and appropriate use. This will include training in the 

potential accuracy pitfalls of AI technologies and in understanding the potential hierarchies of different 

sources in terms of credibility. It will also cover the suitability of sources for different audiences and 

tasks. 

As AI technologies are increasingly used across all areas of the curriculum, we believe that it is 

essential for AI skills to be taught to students on a regular and meaningful basis. This will include skills 

for how to use AI systems effectively (such as through discussion of effective prompts) and how to 

use them safely and appropriately with particular emphasis on academic integrity, data protection and 

online safety. Emphasis will be put on age-limitations and age-appropriate use for different AI tools. 

Where feasible, students and staff should also be aware of the underlying AI model powering a given 

tool (e.g. ChatGPT, Claude, Gemini), including its known limitations. This encourages responsible 

use, digital discernment, and critical evaluation of AI-generated content. 

Time will be devoted to this, for instance through the Diploma skills, PSHE, Electives, Data Science 

and elsewhere in the curriculum. 

8. POLICY REVIEW 

The policy will be reviewed at least annually or in light of other significant developments in AI or in 

government and JCQ guidance. An up-to-date version of the policy will be published on the School’s 

website. 



 

Appendix A: AI Usage – Guidance for teaching staff 

We have PATCH as a framework, but what does this mean for specific elements of a teacher’s role? 

Key points at a glance 

Area AI can support Staff must / non‑negotiables 

Planning and 
resource 
creation 

Suggesting activities; differentiating 
resources; creating more visually 
engaging resources. 

Prioritise quality; check 
accuracy/bias/stereotypes/inappropriate 
examples; be transparent with students. 

Marking and 
feedback 

Routine tasks (e.g., multiple-choice 
marking); highlighting missed 
elements; spotting trends; 
correcting dictated feedback; 
supporting student self-
assessment. 

Assessment of student work should 
be done by teachers and not AI tools. 
Teachers remain fully responsible for 
the accuracy and quality of all marking; 
principle of “teacher first and teacher 
last” applies (teachers should fully mark 
the work first before using any AI tool); 
comply with policy and PATCH (no pupil 
data in external AI tools); be transparent 
each time AI is used. 
Ensure the pupil-teacher trusting 
relationship is not undermined. 

Formative and 
summative 
assessment 

Creating assessments (e.g., quick 
knowledge quizzes); creating past 
papers based on exam criteria and 
similar question styles. 

Check content carefully; check against 
specifications; make AI use clear to 
students (especially for summative 
assessments). 

Reports Turning detailed notes into 
longform; rephrasing into more 
fluent English; checking for 
accuracy; correcting dictated 
mistakes. 

Reports must be personalised, based 
on the judgement of the teacher and 
retain authentic teacher voice; check 
thoroughly; comply with policy (no pupil 
data in external AI tools); use Microsoft 
Copilot from a School account for 
phrasing support. Staff should bear in 
mind that AI often adds in information 
that is not wanted unless prompting is 
done carefully. Tutor reports should be 
personal and not AI summaries of other 
reports. 

University 
references and 
recommendation 
letters 

— Current policy – there should be no 
use of AI in the writing of references 
and recommendation letters. 

Communication 
(emails) 

Turning notes into longform; 
rephrasing; checking for accuracy; 
correcting dictated mistakes. 

Keep communication personal and 
authentic; use Copilot from a School 
account. 

Data analysis 
and 
interpretation 

Collating data; identifying trends. Final interpretation by staff not AI tools; 
be alert to hallucination/bias and missed 
details; use Copilot from a School 
account. 

Pastoral and 
safeguarding 
related content 

Creating generic pastoral materials 
(as per planning/resource creation 
guidance). 

Safeguarding information must never 
enter AI systems. No AI in 
recording/analysing/shaping 
safeguarding decisions; staff retain full 
responsibility. 

Use this table as a quick reference. Full guidance (with examples and required checks) is detailed 

below. 

 



 

Planning and resource creation 

AI can be used effectively for supporting planning and the creation of classroom resources. This can 

include: 

- inputting lesson plans into an AI tool to suggest different activities 

- differentiating certain resources 

- creating more visually engaging resources.  

However teachers must: 

- Prioritise quality and effectiveness of the resources over possible time saving. 

- Check any resources for accuracy, bias, stereotypes and inappropriate examples. 

- Ensure that any AI use in resource creation is made transparent to students. 

Marking and feedback 

AI can play a supportive role in the marking and feedback process by: 

- Automating routine tasks such as multiple-choice marking 

- Highlighting elements that a teacher might have missed 

- Identifying trends across a whole class 

- Correcting errors in dictated feedback 

- Providing some opportunities for student self-assessment using AI 

However, assessment of student work should be done by teachers and not AI tools. 

- Teachers remain fully responsible for the accuracy and quality of all marking. 

- For longer written responses, the principle of teacher first and teacher last applies: teachers 

should fully mark work themselves before using any AI tool, and must carefully review all AI 

generated suggestions before sharing feedback with students. 

- Teachers should bear in mind recent studies that show that even when AI feedback is seen to be 

as accurate as human feedback, learners progress is improved by knowing feedback is created 

by their teacher and the human-interaction as part of the feedback process is important to 

student learning. 

- All use of AI must follow the principles of PATCH and comply with the school’s Artificial 

Intelligence Policy, including the requirement not to input any pupil data into external AI tools. 

- Any use of AI for feedback must be made transparent and explained to students each time it is 

used.  

Formative and summative assessment 

AI can be used to support assessment through creating assessments. For instance: 

- Some software used at Benenden has AI integration to help produce quick knowledge quizzes. 

- AI can also help to create past papers based on exam criteria and similar question styles 

However teachers must: 

- Ensure all content should be checked carefully to ensure accuracy and that the most important 

information is being assessed. 

- Check any assessment material against specifications to ensure accuracy. 

- Ensure any use of AI for creating summative assessments is made clear to students. 

 



Reports 

AI can be used to support the report writing process through: 

- Writing up detailed notes into longform 

- Rephrasing writing into more fluent English 

- Checking for accuracy 

- Correcting any mistakes from dictated reports 

However, teachers must: 

- Ensure that all student reports should be personalised and based on the judgement of the 

teacher. 

- Ensure that the authentic teacher voice is retained 

- Be cognisant of the fact that AI often adds in additional information that is not wanted unless 

prompting is done carefully.  

- Check reports thoroughly before submitting. 

- Ensure all use of AI must follow the principles of PATCH and comply with the school’s Artificial 

Intelligence Policy, including the requirement not to input any pupil data into 

external AI tools. Therefore, any support with phrasing of reports must be using Microsoft Copilot 

from a School account.  

University references and recommendation letters 

Current policy – there should be no use of AI in the writing of references and recommendation 

letters. 

Communication (emails) 

As with reports, AI can be used to support communication through: 

- Writing up detailed notes into longform 

- Rephrasing writing into more fluent English 

- Checking for accuracy 

- Correcting any mistakes from dictated communication 

However, teachers must: 

- Ensure communication is personal and individual and the authentic voice of the writer should be 

retained 

- Use Copilot from a School account 

Data analysis and interpretation 

AI can be helpful in: 

- Automating some processes of collating data 

- Identifying trends in data 

However, teachers must: 

- Ensure that final interpretation is done by staff and not AI tools 

- Be alert to hallucination and bias concerns and how AI data analysis can miss key details and 

make mistakes that are not easy to identify on initial viewing 

- Use Copilot from a School account 

Pastoral and safeguarding related content 

AI can be helpful in supporting the creation of generic pastoral materials (e.g. tutor period resources 

which would come under the guidance mentioned in the “planning and resource creation” section. 



However: 

- Safeguarding information must never enter AI systems. 

- Teachers hold full responsibility for pastoral and safeguarding judgement and AI cannot be 

involved in recording, analysing or shaping decisions. 

- This clear rule of “AI is not used in safeguarding” will be shared with parents to ensure 

transparency. 

 


