	
	
	



Operating Policy No. 5023
Human Resources

Artificial Intelligence (AI) Use 

Puget Sound ESD 121 (PSESD) acknowledges the potential of AI and is committed to ensuring that AI tools and systems are used to enhance productivity, support decision-making, and improve services while safeguarding privacy, security, and fairness. AI tools can perpetuate and amplify historical and systemic discrimination due to biases embedded in design, data, and deployment. The development and use of AI must be critically examined to prevent harm, ensure representation, and promote justice. Consequently, bias can influence every stage of AI's lifecycle, from design to implementation and use. PSESD is committed to the responsible and ethical use of AI technologies within the workplace. Furthermore, we acknowledge the environmental impacts of collective generative AI use, including increased electricity demand and water consumption.

This policy applies to all employees, consultants, and any other individuals or entities granted access to AI systems and tools provided by PSESD. It covers the use of AI in all operational areas, including but not limited to administrative tasks, customer support, data analysis, and decision-making processes.

AI Use Guidelines
Use of AI tools and systems are required to adhere to the following principles:
· Ethical Use: AI technologies must be used in an ethical manner, ensuring that their application respects the rights, dignity, and privacy of individuals. AI should not be used for discriminatory, exploitative, or deceptive purposes.
· Transparency and Accountability: AI systems should operate transparently. When AI is used for decision-making, employees must ensure that the rationale behind automated decisions is explainable, and accountability remains with human oversight.
· [bookmark: _Int_xbvAPX1A]Security and Privacy: Employees must ensure that AI systems comply with PSESD’s data, network, general use guidelines, privacy laws, and other applicable regulations. AI tools must be configured to handle data securely and maintain confidentiality.
· [bookmark: _Int_5dTgRfWL]Data Handling: Employees must ensure that all data used in AI applications are handled in accordance with state and federal regulations (i.e., COPPA, FERPA, HIPAA, IDEA, etc.), and PSESD data protection guidelines. 
· Accuracy and Reliability: Employees must ensure that AI systems are used in a manner that ensures accuracy and reliability. AI must be regularly tested and evaluated to ensure effectiveness and that its outcomes are valid and trustworthy.
· Human Oversight: AI should support human decision-making but should not replace essential human judgment. All AI-driven processes that impact employees, programs, or business outcomes must have human oversight and intervention when necessary. AI should always start with human inquiry and always end with human review. 
· General Use: PSESD employees should closely review any output generated by the AI tools before using it or forwarding it to anyone else (whether inside or outside the organization). This should include reviewing that AI has not generated any content in violation of PSESD’s policies.
· Training: Professional learning will be provided for staff members on how to use AI ethically and effectively.

AI Tools and Systems Approval
Before any AI tools are implemented or used in the workplace, they must go through a formal review and approval process. 

Prohibited Uses of AI
The following uses of AI are strictly prohibited:
· Discrimination: AI must not be used to perpetuate or introduce discriminatory practices, including but not limited to discrimination based on race, gender, age, sexual orientation, or disability.
· Deceptive Practices: AI should not be used for manipulative or deceptive purposes, including generating misleading content or data.
· Infringement of Rights: AI should not infringe on intellectual property, privacy, or other rights of individuals or organizations.
· Integrity: AI should not be used to monitor and track individuals in ways that infringe privacy and human rights.

Review and Auditing
The use of AI systems will be subject to ongoing review and audit. This includes, but is not limited to, performance monitoring, ethical and equity audits, and legal/organizational standards review.
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