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ARTIFICIAL INTELLIGENCE (AI) POLICY
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	Policy owner
	Early Years Manager / Committee

	Date adopted
	September 2026

	Review date
	September 2027, or earlier if significant changes occur

	Applies to
	All staff, volunteers, students, agency staff and external partners using AI on behalf of Bollington Pre-School



1. Policy statement
Bollington Pre-School recognises that artificial intelligence (AI), including generative AI, can support staff effectiveness, planning, communication and operational tasks. We will use AI carefully, proportionately and transparently, with children's safety, wellbeing, privacy and rights at the centre of every decision.
AI will support professional practice; it will not replace the professional judgement, relationships, care, supervision or safeguarding responsibilities of staff. The quality and appropriateness of any work produced using AI remains the responsibility of the member of staff and Bollington Pre-School.
2. Scope
This policy applies to all staff, volunteers, students, agency staff and external partners using AI on behalf of Bollington Pre-School. It covers generative AI and other AI-enabled tools, including writing assistants, planning tools, image or video tools, learning platforms, chatbots and systems that analyse or make predictions about people.
The policy applies whether the tool is accessed on a setting device, personal device or through another service on behalf of the setting.
3. Our principles
Child safety: AI must never replace human care, supervision or safeguarding responsibilities.
Human judgement: AI may assist professional work but must not make decisions about a child's welfare, development, behaviour or support without meaningful professional oversight.
Data protection and privacy: Personal data, particularly children's data and special category data, must be protected in accordance with applicable data protection law and the setting's data protection arrangements.
Transparency: Staff and families will be informed appropriately about significant AI tools used by the setting.
Fairness and inclusion: AI must not be used in a way that unfairly discriminates against or disadvantages children, families or staff.
Accuracy: AI-generated information can be inaccurate or misleading. Staff must check outputs before relying on or sharing them.
Proportionality: The setting will consider whether AI is necessary and whether the benefits justify the risks before adopting a tool.
4. Acceptable use
Subject to this policy and any local approval process, AI may be used to support tasks such as:
drafting or improving general administrative communications, where personal information is not entered into an unapproved tool;
generating ideas for activities, resources, stories, prompts or planning;
supporting professional writing, including drafting non-sensitive templates and general information;
creating or adapting general resources to support children's learning, communication, inclusion and development;
helping with routine administrative tasks where the tool has been assessed and approved; and
supporting staff learning and professional development.
AI-generated content must always be reviewed by an appropriately skilled member of staff before it is used.
5. Prohibited or restricted uses
Staff must not use AI:
to make or determine decisions about a child's behaviour, development, safeguarding, SEND provision or welfare without professional judgement and oversight;
to monitor children's emotions or behaviour through surveillance or automated profiling unless specifically authorised following an appropriate assessment and governance process;
to replace meaningful adult-child interaction, observation, care or supervision;
to upload children's photographs, videos, voice recordings or other identifying information into an AI tool unless the tool has been specifically approved and all necessary data protection requirements have been met;
to enter personal, confidential or sensitive information into a public or unapproved AI tool;
to generate content that is discriminatory, inappropriate, unsafe or inconsistent with Bollington Pre-School's values;
to create or alter images of children using an AI system unless this has been specifically authorised and assessed; or
to rely on AI output as if it were professional, legal, safeguarding, medical or other specialist advice.
6. Children's data and privacy
The setting's starting position is that children's personal data should not be entered into generative AI tools. DfE guidance recommends that personal data is not used in generative AI tools and states that, where its use is strictly necessary, appropriate data protection safeguards must be in place.
Before any AI tool processes personal data, the setting must establish what information the tool collects, how it is used and stored, whether it is used to train or improve the provider's models, who the data is shared with, where it is processed, how long it is retained, and what rights and controls are available.
The tool must be approved by the Early Years Manager and, where appropriate, the setting's data protection adviser/Officer. A Data Protection Impact Assessment (DPIA) or other documented assessment should be completed where required by data protection law or the setting's risk assessment process.
Children's data must not be uploaded simply because a tool makes a task quicker or easier. Staff should use anonymised or fictional information wherever possible.
7. Photographs, videos and voice recordings
Children's images, videos and voice recordings are personal data and require particular care. Staff must not upload or otherwise provide these materials to AI tools unless the specific tool and proposed use have been approved, the data protection implications have been assessed, and the setting has a lawful basis and any necessary permissions or other safeguards in place.
The fact that a parent has consented to photographs being taken or used for ordinary setting purposes does not automatically mean that the photographs may be uploaded to an AI service.
8. AI and planning, observations and documentation
AI may help staff generate ideas, structure wording or suggest activities, but it must not replace the practitioner's knowledge of the child.
Where AI is used to assist with observations, planning or documentation, staff must ensure that the final record is accurate, reflects what the practitioner actually knows or observed, and is appropriate for the individual child. AI must not invent observations, achievements, needs, quotations or events.
Staff remain responsible for ensuring that records are honest, professional and consistent with the EYFS and the setting's own curriculum and assessment approach.
9. Accuracy, bias and professional judgement
AI systems can produce incorrect, biased, incomplete or inappropriate information. Staff must critically review outputs and check important information against reliable sources.
Particular care must be taken where AI-generated information relates to safeguarding, SEND, child development, health, equality or family circumstances. AI must not be treated as an authoritative source for decisions about an individual child.
10. Safeguarding and children's welfare
AI must not interfere with safeguarding procedures. Existing safeguarding policies, reporting routes and professional responsibilities always take priority.
Any concern about an AI tool that could put a child at risk, expose children's information, create inappropriate content, produce unsafe advice or undermine safeguarding must be reported promptly to the Early Years Manager/Designated Safeguarding Lead as appropriate.
The setting will consider online safety and AI-related risks as part of its wider safeguarding and technology arrangements.
11. Staff responsibilities
Only use AI tools that have been approved for the intended purpose.
Complete any training or guidance provided by the setting before using an approved AI system.
Never assume that an AI tool is safe simply because it is free, widely used or recommended online.
Do not enter personal, confidential or sensitive information into an unapproved tool.
Check and fact-check AI-generated content before using it.
Apply professional judgement and remain accountable for the final work.
Report inaccuracies, inappropriate outputs, suspected data breaches, security concerns or other problems promptly to the Early Years Manager.
Follow copyright, confidentiality, safeguarding, data protection and other relevant policies when using AI.
12. Choosing and approving an AI tool
Before a new AI tool is introduced for setting use, the Early Years Manager will consider its intended purpose, benefits, risks, age suitability where relevant, privacy and data protection arrangements, security, contractual terms, retention of information, use of data for training, accessibility, bias and the provider's safeguards.
The setting will not assume that a supplier's statement that a product is 'GDPR compliant' is sufficient evidence of compliance. The setting must understand how the proposed processing works and whether it is appropriate for the intended use.
13. Parents and carers
The setting will be transparent about significant AI tools used in ways that affect children or involve processing their personal data. Parents/carers will be given appropriate information where required.
Where consent is the lawful basis for a particular processing activity, consent will be obtained in accordance with the setting's data protection procedures. An existing consent for one purpose will not automatically cover a new AI-related purpose.
Where appropriate, families may raise questions or concerns about the setting's use of AI with the Early Years Manager.
14. Security and data breaches
Any suspected loss, disclosure, unauthorised access or inappropriate sharing of personal information through an AI tool must be reported immediately in accordance with the setting's data breach procedure.
The setting will assess the incident, take steps to contain it and determine whether further reporting or notification is required.
15. Intellectual property and copyright
Staff must consider copyright and intellectual property when using AI-generated or AI-assisted materials. AI does not automatically give the setting permission to reproduce someone else's protected material. Staff should use original, licensed or otherwise permitted content and follow the setting's existing policies.
16. Monitoring, review and training
This policy will be reviewed at least annually and sooner if legislation, statutory guidance, technology or the setting's use of AI changes significantly.
Staff training and guidance will be reviewed alongside the policy. Feedback from staff and families may inform future revisions.
17. Breaches of this policy
Failure to follow this policy may create safeguarding, data protection, confidentiality, reputational or other risks. Depending on the circumstances, a breach may be addressed through the setting's disciplinary, safeguarding or data protection procedures.
18. Related policies and documents
Safeguarding Policy
Data Protection Policy and Privacy Notice
Data Protection Impact Assessment (where applicable)
Staff Code of Conduct
Acceptable Use / ICT guidance
Online Safety arrangements
Complaints Procedure
Whistleblowing Policy
19. Legal and guidance framework
UK GDPR and the Data Protection Act 2018, as applicable;
Data (Use and Access) Act 2025, including changes relevant to data protection from July 2026;
Department for Education: Generative artificial intelligence (AI) in education;
Department for Education: Generative AI and data protection in education settings;
Department for Education: Generative AI product safety standards;
Early Years Foundation Stage statutory framework, current from 1 September 2026; and
relevant safeguarding, equality, copyright and consumer/technology requirements.
20. Contact
For questions or concerns about this policy, staff should speak to the Early Years Manager or Designated Safeguarding Lead, as appropriate. Where a concern relates to the Early Years Manager or DSL, staff should use the alternative reporting route set out in the Safeguarding and Whistleblowing Policies.
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