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1. Purpose  

This policy explains how students may and may not use Artificial Intelligence (AI) 

tools (e.g. ChatGPT, Claude ) in their training and assessment.  

The goal is to ensure that all assessment reflects your own skills, knowledge and 

competency . 

2. What is AI?  

AI tools are programs that can:  

• Generate text or answers  

• Help with writing or grammar  

• Provide ideas or explanations  

These tools can support learning —but they cannot replace your own work . 

3. Acceptable Use of AI  

You may use AI tools to support your learning in the following ways:  

• Brainstorming ideas  

• Researching topics  

• Checking spelling and grammar  

• Understanding concepts  

You must:  

• Follow the instructions on each assessment  

• Ensure your final submission is your own work  

• Acknowledge if you used AI , for example  

I used Microsoft Copilot to help brainstorm ideas and improve grammar. All 

submitted work represents my own understanding and competency.  

• Be able to explain your answers in your own words  

4. Unacceptable Use of AI (Academic Misconduct)  

You must not : 

• Copy and paste answers directly from AI tools  

• Submit AI -generated work as your own  

• Use AI to complete assessments without understanding the content  

• Use AI to create fake examples or evidence  

• Use AI during assessments where it is not allowed  

Unauthorised AI use is considered academic misconduct  
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5. Assessment Rules  

• Your assessments must show your own competency  

• Your trainer may:  

o Ask questions about your work  

o Ask you to explain or demonstrate your answers  

• Some assessments may be:  

o Supervised  

o Practical or observed  

o Completed without AI  

AI must not be used where it prevents your trainer from confirming your skills.  

6. What Happens if AI is Misused?  

If AI misuse is suspected or confirmed:  

• Your result may be recorded as Not Yet Competent (NYC)  

• You may need to redo the assessment under supervision  

• Serious or repeated breaches may lead to further action  

7. Privacy and Safety  

When using AI tools, you must:  

• Not share personal information (yours or others)  

• Not upload assessment tasks unless permitted  

• Use only recognised platforms (e.g. ChatGPT, Claude, Gemini, CoPilot)  

Your data and your school’s information must always be protected.  

8. Support  

Before using AI , ask yourself : 

☐ Is AI allowed?  

☐ Am I still demonstrating my own skills?  

☐ Can I explain every answer?  

☐ Have I acknowledged AI where required?  

It is your responsibility to ensure your work meets the requirements.  

Key Message for Students  

AI can help you learn —but it cannot do the work for you.  

You must always show your own skills and knowledge.  


