TAFT COLLEGE
Administrative Procedure 4023
Artificial Intelligence Use in Instruction and Syllabi Requirements
References:
· Academic Senate for California Community Colleges (ASCCC). Academic Integrity Policies in the Age of Artificial Intelligence (AI), 2024.
· California Community Colleges Chancellor’s Office (CCCCO). Vision 2030 Artificial Intelligence Workplan, 2024.
· Taft College BP 5500 – Standards of Student Conduct
· Taft College AP 5500 – Standards of Student Conduct
Short Summary
This procedure establishes the framework for faculty use and disclosure of Artificial Intelligence (AI) tools in instruction. It requires instructors to include clear AI usage statements in their syllabi, describes student responsibilities, and provides guidance for ethical, equitable, and environmentally responsible AI integration in courses.
I. Purpose
To provide guidance for faculty and students regarding the use of AI in academic work, ensuring transparency, academic integrity, and alignment with the District’s commitments to equity, student success, and sustainability.
II. Alignment with System Goals
Supports:
1. ASCCC recommendations for ethical, faculty-led AI integration.
2. CCCCO Vision 2030 goals emphasizing responsible, equitable AI use.
3. Institutional commitments to sustainability, critical thinking, and student agency.
III. Scope
Applies to all credit and non-credit courses offered by Taft College, covering instructional and student AI use. Excludes administrative or operational AI use.
IV. Definitions
1. Artificial Intelligence (AI): Systems performing tasks requiring human intelligence.
2. Generative AI: AI tools producing new content (e.g., ChatGPT, DALL-E).
3. Personally Identifiable Information (PII): PII data includes, but is not limited to, a person’s name, address, email address, telephone number, Social Security Number, or other information that can uniquely identify a person.
4. Student Work: Assignments or academic products submitted for grading.
5. Syllabus Statement: Instructor-provided guidance on AI usage in the course. 
6. Human-in-the-Loop: AI should not replace human judgement in critical decision-making processes and AI content should be fact-checked and reviewed for errors before being utilized in official or academic work.
V. Faculty Responsibilities
1. Include in syllabi a statement specifying:
a. AI permitted, restricted, or prohibited.
b. Acceptable AI purposes (brainstorming, editing, etc.).
c. Disclosure requirements for AI use.
d. Consequences for non-compliance.
e. Instructor’s own AI usage in teaching.
2. Faculty may adapt one of the ASCCC seven syllabus models.
3. Post syllabi in the LMS and review with students at term start.
VI. Student Responsibilities
1. Follow the AI statement in the syllabus.
2. When AI use is permitted:
a. Disclose tools used and personal contributions.
b. Evaluate AI outputs for accuracy, bias, and relevance.
c. Accept responsibility for quality and integrity.
3. When prohibited, do not use AI without instructor approval.
4. Violations are handled under BP 5500 / AP 5500 – Standards of Student Conduct.
VII. Sample Syllabus Statements (from ASCCC, 2024)
Faculty may incorporate one of these models (italicized text is quoted from ASCCC):
1. Open Model:
“AI tools may be used freely to support your learning, but you must document your use and ensure your submission reflects your own analysis and understanding.”
2. Open/Guided Model:
“AI may be used for brainstorming and drafting, but final work must include your original critical evaluation. Clearly indicate AI-assisted portions.”
3. Conditional Model:
“AI tools are permitted only for specific assignments as noted. Students must follow disclosure requirements outlined in the assignment instructions.”
4. Restricted Model:
“AI use requires prior written approval from the instructor. Unauthorized use will be treated as academic dishonesty.”
5. Restricted/Disclosure Model:
“AI is allowed for designated tasks. Students must submit a brief annotation explaining AI contributions.”
6. Closed Model:
“Use of AI tools is prohibited for this course unless explicitly authorized in writing by the instructor.”
7. Hybrid Reflective Model:
“AI is integrated as a learning tool for select assignments. Students are required to reflect on ethical, social, and environmental implications of AI use in their submissions.”
VIII. Institutional Responsibilities
1. Office of Instruction:
a. Provide professional development on AI ethics and pedagogy.
b. Maintain exemplary syllabus statements.
c. Monitor equity and implementation.
2. Departments/Curriculum Committee:
a. Review discipline-specific AI considerations.
b. Recommend updates as needed.
3. Academic Senate:
a. Facilitate dialogue on AI ethics, sustainability, and instruction.
b. Advise the Office of Instruction on revisions.
IX. Ecological, Equity, and Ethical Implications
In creating and implementing their courses’ AI policies, faculty should consider ecological, equity, and ethical implications:
1. Ecological: Minimize AI energy usage; consider sustainable alternatives.
2. Equity: Address bias in AI outputs; promote inclusive learning.
3. Ethical/Human Oversight: Emphasize critical thinking, originality, and accountability.
X. Academic Integrity and Consequences
1. Misuse of AI is addressed under BP 5500 / AP 5500 – Standards of Student Conduct.
2. Instructor may assign:
a. Resubmission or revision.
b. Grade reduction or assignment failure.
c. Referral to student discipline procedures.
3. Using any AI system to access, create, or display harmful or inappropriate material that is threatening, obscene, disruptive, or sexually explicit, or that could be construed as harassment or disparagement of others based on their race/ethnicity, national origin, sex, gender, sexual orientation, age, disability, religion, or political beliefs or interact with the AI in a manner that supports any of the above. 
Sharing confidential information or PII with AI systems, including but not limited to, FERPA-protected information, health information protected by HIPAA, information related to employees and employee performance, intellectual property not publicly available, and other data deemed confidential by the District. 
Sharing AI information with the intent to impersonate, threaten, intimidate, harass, or ridicule a person. 
4. Unacceptable use, as defined in administrative procedures, is prohibited and is grounds for loss of information resource privileges, as well as discipline or sanctions under federal, state, and local laws. 
XI. Review and Revision
1. Reviewed every three years or upon significant policy/technological changes.
2. Office of Instruction, in consultation with Academic Senate, will update as needed.


