Learn to Shine Education Ltd
Artificial Intelligence (Al) Policy

1. Purpose of this Policy

Learn to Shine Education Ltd (‘the Company”) is committed to using Artificial Intelligence (Al)
tools responsibly, ethically, and safely to enhance teaching, learning, and business
operations. This policy outlines how Al may and may not be used within the organisation to
protect students, staff, and data.

2. Scope
This policy applies to:
e All employees, contractors, tutors, volunteers, and partners.

e All Al tools, platforms, apps, and systems used for educational or administrative
purposes.

e All students (primary and secondary) and their families who engage with Learn to
Shine Education Ltd.

3. Principles for Responsible Al Use
Learn to Shine Education Ltd commits to the following guiding principles:
3.1 Safety and Child Protection
e Al tools must not compromise student safety or wellbeing.
e No Al tool may be used to contact students directly without supervision.
e Alinteractions must be appropriate, educationally beneficial, and in compliance with

safequarding procedures.

3.2 Transparency



e Students and parents will be informed when Al tools are used in the learning p

e Stoff must not misrepresent Al-generated work as their own.

3.3 Human Oversight

e Al may assist but will never replace a qualified tutor.
e All Al-produced materials must be reviewed by staff for accuracy, suitability, and age
appropriateness.

3.4 Data Protection

e Al tools used must comply with UK GDPR, the Data Protection Act 2018, and the
company'’s privacy policy.

e No personally identifiable student information may be input into Al systems unless:
o the system is approved by management,
o adata processing agreement is in place, and

o parental consent has been obtained where required.

4. Approved Uses of Al
The company may use Al for the following purposes:
4.1 Teaching and Learning Support
e Generating lesson ideas, worksheets, or practice questions.
e Tailoring revision materials or explanations to student needs.
e Enhancing engagement through interactive learning platforms.
e Supporting SEN (Special Educational Needs) through approved adaptive-learning

tools.

4.2 Administrative and Operational Support



Automating routine tasks (e.g., scheduling suggestions, data analysis, communi
drafts).

e Drafting policies, reports, or marketing content (with human editing).

e Supporting business planning and analytics.

4.3 Professional Development
e Providing tutors with up-to-date educational insights or teaching strategies.

e Supporting reflective practice and lesson improvement.

S. Prohibited Uses of Al

Staff and students may not use Al for:
5.1 Student Safety Risks
e Unmonitored communication between Al tools and students.

e Al tools that are not age-appropriate or approved by management.

5.2 Academic Integrity Issues
e Completing assignments, homework, or assessments on behalf of students.

e Using Al in a way that encourages plagiarism or academic dishonesty.

5.3 Data Protection Violations

e Entering full names, contact details, images, or identifiable student information into
unapproved Al systems.

e Uploading confidential company documents to external Al systems without explicit
permission.

5.4 Inaccurate or Harmful Content



e Using Al to create inappropriate, unsafe, or misleading educational materials.

e Relying on Al-generated information without verification.

6. Responsibilities

6.1 Management
e Approve and maintain a list of permitted Al tools.
e Provide staff training on safe and ethical Al use.

e Review this policy annually or as regulations evolve.

6.2 Tutors and Staff
e Use Al responsibly and in accordance with this policy.
e Verify accuracy of Al-generated materials.
e Ensure student data is protected at all times.

e Report any misuse or breach immediately.

6.3 Students

e Use Al tools only when instructed and supervised.
e Submit original work and disclose when Al tools assisted learning.

e Follow guidance on safe and responsible digital behaviour.

6.4 Parents and Guardians

e Support students in understanding appropriate Al use.

e Raise concerns about Al use in learning when necessary.




/. Data Security & Privacy

Learn to Shine Education Ltd will:

e Use only Al services that meet strict data security standards.
e Avoid storing personal data on Al tools unless secure and approved.
e Ensure students and parents know how their data is protected.

e Comply with all relevant UK legislation.

8. Safeguarding Considerations

e Online tutoring sessions using Al-enhanced tools must be supervised by a human
tutor.

e Al-generated student feedback must be checked for tone and accuracy.

e Any harmful or inappropriate Al output must be reported and addressed
immediately.

?. Monitoring & Review
e Al use within the company will be monitored for effectiveness, safety, and compliance.

e This policy will be reviewed annually or sooner if technological or legal changes
occur.

e Feedback from stoff, parents, and students will be considered in updates.

10. Policy Adoption

This Al Policy is formally adopted by Learn to Shine Education Ltd and is effective from the
date signed below.



Date: September 2025 Review Date: Septembe




