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1.0  OBJECTIVE 

 
 1.1  To ensure that employees are aware of the acceptable use of Artificial Intelligence (AI) 

at the Windsor-Essex Catholic District School Board (WECDSB) so they may take all 
reasonable precautions to maintain a safe, secure, positive and productive work 
environment. 

   
2.0  GUIDELINES 

 
 2.1  All policies, procedures and guidelines of the WECDSB, as well as existing legislation, 

apply to all individuals using Artificial Intelligence (AI) technologies. 
 

   
3.0 PROCEDURE 

 
 3.1 Prioritize Humane and Ethical Use 
  3.1.1 The ethical integration of Artificial Intelligence (AI) must honour the human 

element in our work and always prioritize the importance of human dignity.  
 

  3.1.2 To support sound decision making, all AI outputs must be reviewed, verified, 
and approved by a human decision-maker.  
 

  3.1.3 AI tools should not be used to evaluate or generate insights about individuals, 
including staff or students.   
 

  3.1.4 Reflect on the ethical implications of AI, ensuring that its application is 
grounded in Catholic social teaching and aligned with the Ontario Catholic 
School Graduate Expectations. 

   
 3.2 Enhance Teaching, Learning and Work Environments 
  3.2.1 Utilize Artificial Intelligence (AI) as a supportive tool to enhance and 

innovate teaching and learning in schools and work environments. 
 

  3.2.2 When used, AI should complement human qualities in both educational and 
professional work settings.  
 

  3.2.3 Educator-led AI literacy lessons must precede students’ use of generative AI 
tools in the classroom. 
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  3.2.4 Educators must clearly articulate to students when and how AI tools may be 

used in the learning process. 
    
 3.3 Promote Equity and Accessibility 
  3.3.1 When using Artificial Intelligence (AI) and before sharing its results, staff 

should think critically about how reliable and trustworthy the technology is, 
such as confirming the output and seeking multiple perspectives.  Be aware of 
potential biases, false or misleading information in AI-generated content. 
 

  3.3.2 Ensure AI is used with integrity and compassion, while respecting human 
dignity as informed by Catholic values. 

    
 3.4 Protect Privacy, Security and Data 
  3.4.1 Protect everyone’s privacy and safety by not sharing personal identifiable 

details when using Artificial Intelligence (AI) tools.  Do not share identifiable 
information, such as, but not limited to: 
 

• Personal Identifiers (name, address, phone number, date of birth, 
Ontario Education Number - OEN) 

• Family Information 
• Demographic Information (immigration status) 
• Academic Information (academic records, disciplinary records) 
• Health and Well-Being Information (medical) 
• Employment Information 

 
  3.4.2 Only use WECDSB approved AI software tools or applications for work 

related activities, as these tools have been vetted for security, privacy and 
educational relevance. 
 

  3.4.3 Be aware that there are currently no clear boundaries regarding who owns the 
content generated by AI.  Content input into many generative AI tools may 
become the property of the company that owns the tool.  Be careful about 
inputting information you wish to protect. 
 

  3.4.4 Comply with all applicable Board policies, including policy IT:01 Acceptable 
Use of Information Technology Resources, procedures and all guidelines 
supporting AI use within the Windsor-Essex Catholic District School Board. 

    
 3.5 Commit to Accountability and Improvement 
  3.5.1  

 
 

When Artificial Intelligence (AI) plays a substantial role, be transparent with 
intended stakeholders about how AI was used.  
For example, when AI is used in classroom settings for personalized learning, 
adaptive testing, or assessment, it should be disclosed to parents, staff, and 
students, so they understand the role AI plays in the learning process. 
 

  3.5.2 Disclose the use of AI in accordance with all legislative requirements. 
 


