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Artificial Intelligence (AI) Use Policy for Workers

Electro-Training Institute (ETI)
1. Purpose
The purpose of this policy is to provide clear guidance for the responsible, ethical, and secure use of Artificial Intelligence (AI) tools by workers at Electro-Training Institute (ETI). This policy aims to ensure that AI is used to support productivity while maintaining academic integrity, privacy, regulatory compliance, and professional standards.
2. Scope
This policy applies to all workers of ETI, including:
· Trainers and Assessors
· Administrative workers
· Management
· Contractors and consultants acting on behalf of ETI
It applies to the use of all Artificial Intelligence tools used for work-related tasks.
3. Definition of Artificial Intelligence
Artificial Intelligence (AI) refers to digital tools or systems capable of generating content, analysing information, or automating tasks based on prompts or data inputs.
Examples include, but are not limited to:
· ChatGPT and other generative AI tools
· AI writing assistants
· AI image, audio, or video generation tools
· AI coding tools
· AI data analysis tools
4. Acceptable Use of AI
ETI workers may use AI tools to assist with work tasks where appropriate, including:
· Drafting administrative documents
· Brainstorming ideas or training resources
· Improving writing clarity
· Generating outlines for learning materials
· Supporting research or information gathering
· Drafting communications
AI should be used as a support tool only, and workers remain responsible for verifying the accuracy, quality, and appropriateness of all outputs.
5. Responsibilities of Workers
Workers using AI must:
· Review and verify all AI-generated content for accuracy and relevance
· Ensure all materials align with ETI standards and compliance requirements
· Maintain confidentiality of all organisational and student information
· Ensure AI-generated content is appropriate for vocational education and training
· Ensure assessment materials remain valid, reliable, and compliant with training package requirements
Workers remain fully accountable for any content or decisions generated with the assistance of AI.
6. Prohibited Use
Workers must not:
· Upload or share confidential ETI information into AI tools
· Upload student personal information or assessment submissions into AI tools without approval
· Use AI to fully generate assessment tools without review and validation
· Use AI to create misleading, inaccurate, or non-compliant training materials
· Use AI to complete work that requires professional judgement without proper review
· Present AI-generated work as final without checking accuracy and suitability
7. Use of AI in Assessment Development
AI may be used to assist in the development of training and assessment resources, however:
· All materials must be reviewed and validated by a qualified Trainer and Assessor
· Assessment tools must comply with Standards for RTOs and training package requirements
· AI-generated content must not compromise assessment integrity
8. Student Data and Privacy
Workers must not input the following into AI systems unless approved and secure:
· Student names or personal details
· Student assessment submissions
· Internal ETI documents not approved for public sharing
· Any confidential organisational information
Workers must comply with relevant privacy legislation and ETI confidentiality requirements.
9. Transparency
Where AI has been significantly used in developing training or administrative materials, workers should acknowledge that AI was used as a support tool.
AI must not be used in ways that misrepresent authorship, expertise, or decision-making.
10. Compliance
Failure to comply with this policy may result in:
· Review by management
· Removal of access to AI tools
· Disciplinary action in accordance with ETI policies and procedures
11. Policy Review
This policy will be reviewed periodically to ensure it reflects developments in Artificial Intelligence technologies and regulatory requirements.
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