	
	
	



Operating Procedure No. 5023P
Human Resources


Artificial Intelligence (AI) Procedure
This procedure supports the implementation of the Artificial Intelligence (AI) Use Policy for Puget Sound ESD 121 (PSESD), outlining clear steps for the responsible, secure, and ethical deployment and use of AI systems by PSESD staff, including all employees, consultants, contractors, and affiliated individuals who use or interact with AI tools and systems provided by PSESD.
Responsibilities
	Role
	Responsibility

	Employees
	Use AI in accordance with AI Use policy and procedure and report any concerns to Agency Technology.

	Supervisors
	Ensure staff are trained and AI usage adheres to policy and procedure.

	Agency Technology
	Approve AI tools, ensure compliance, and manage technical risks.



Using, Requesting, and Approving AI Tool Use
Pre-Use Checklist (Before Using AI Tools)
· Confirm tool is approved by PSESD; if not, follow the process for submission of AI tool request. 
· Complete recommended AI professional learning 
· Understand the scope of the AI system’s function
· Verify input data and/or AI platform is used in accordance with state and federal regulations (i.e., COPPA, FERPA, HIPAA, IDEA, etc.), and PSESD data protection guidelines.  


Submission of AI Tool Request
· Submit a Software Review Request Form to Agency Technology, including
· Tool name and vendor
· Purpose and expected benefits
· Data sources required

· Agency Technology will complete evaluation on the following:
· Assess alignment with legitimate business purpose
· Evaluate data security and bias risks to ensure that AI systems operate with high-quality, unbiased, and secure data. AI tools require a human-centered approach for identifying and addressing algorithmic bias and how harm will be mitigated or prevented (i.e., racial bias)
· Verify that the AI system complies with applicable legal, regulatory, and PSESD policies.
· Confirm compatibility with existing infrastructure
· Only after the approval process can the tool be implemented.
· Approved tools include agency approved software that incorporates AI; other approved tools are listed on the Agency Tech SharePoint.
· Visit Software Review Request Form to complete and submit form to Agency Technology.

Responsible Use
· Use AI to assist—not replace—human decision-making.
· Ensure AI-generated outputs are:
· Reviewed for accuracy
· Free from bias, offensive, or confidential material
· Not violating copyright or legal boundaries
· Confidentiality and Data Handling
· Use only the data needed for the task
· De-identify or use a pseudonym for sensitive data (e.g. using a fake name such as “Student 1” on student work)
· Avoid entering personal or confidential data 
· Incident Reporting
· Report any misuse or malfunction of AI tools by contacting Agency Technology



Prohibited Activities
Employees must not:
· Use unapproved AI tools or plug-ins
· Allow AI to make decisions without human oversight
· Use AI for deceptive, manipulative, discriminatory or illegal purposes
· Input or share confidential or intellectual property data with AI without proper authorization

Ongoing Monitoring and Review
· System Level Performance: Agency Technology will conduct reviews and audits to ensure network efficiency and reliability.
· System User: Agency Technology will conduct random content reviews and audits.

 Training 
· All staff members will receive professional learning in the technical and pedagogical application of AI tools. This training will include guidance on the ethical and effective use of these tools in educational and operational contexts.
· Ongoing learning opportunities will also be made available as new advancements and resources become accessible.
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