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CAMBORNE TOWN COUNCIL

Artificial Intelligence (AI) Use Policy

1.Purpose

Camborne Town Council recognises that Artificial Intelligence (AI) technologies
are becoming increasingly common within workplaces, public administration and
community engagement. The Council’s approach is to support the safe, controlled
and proportionate use of Al as an administrative support tool which may assist
officers in improving efficiency, accessibility, drafting support, information
management and service delivery.

The Council recognises that, when appropriately controlled, Al technologies may
support administrative efficiency, accessibility, officer capacity and service
resilience by reducing repetitive administrative workload and assisting officers in
preparing and managing information more effectively.

AI will not replace democratic governance, officer accountability, professional
judgement, lawful decision-making or member oversight. All outputs produced
using Al-assisted tools remain the responsibility of the officer or member using
them.

2.Scope

This policy applies to officers, employees, contractors, agency workers and
councillors where Al is used in relation to Council business.

The policy also recognises the increasing integration of Artificial Intelligence
functionality within existing software systems and establishes governance
expectations which apply equally to embedded Al features and standalone AI
platforms.

The policy operates alongside the Council’'s wider governance framework
including data protection, information security, records management, acceptable
use policies, confidentiality obligations and codes of conduct.

It should also be read in conjunction with relevant legislation including UK GDPR,
the Data Protection Act 2018, Freedom of Information legislation and wider local
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government governance requirements.
3.Core Principles

The Council recognises that Al should only be used as a support mechanism to
assist officers and members in undertaking their roles more effectively.
Responsibility for all work, decisions, communications and published material
remains with the individual using the system.

Al systems must not be used as the sole basis for operational, staffing,
procurement, governance, financial, regulatory or quasi judicial decisions.
Meaningful staff and member oversight and professional judgement must always
remain in place.

The Council expects all Al use to comply with data protection legislation,
confidentiality obligations, equality duties, copyright requirements and the Nolan
Principles of Public Life.

The Council further recognises the importance of public trust and transparency
in the responsible use of emerging technology and will seek to adopt AI only
where there is a legitimate operational benefit and where associated risks can be
appropriately managed.

The Council will have regard to recognised public sector guidance and emerging
best practice relating to Artificial Intelligence, including relevant guidance issued
by the UK Government, Information Commissioner’s Office, Local Government
Association and professional bodies where appropriate.

This may include consideration of the UK Government Artificial Intelligence
Playbook and associated governance guidance relevant to public sector
organisations.

4.Approved Use of AI

Approved Al systems may be used to support low-risk administrative and
operational activities. This may include drafting assistance, formatting support,
summarising lengthy documents, converting technical wording into plain English,
assisting with accessibility considerations, preparing training materials,
supporting project planning and creating initial document structures or
communication drafts.
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Al may also assist officers in undertaking preliminary comparisons of publicly
available information or guidance. However, officers remain responsible for
verifying all information against authoritative and reliable sources before relying
upon, circulating or publishing any output.

The Council does not permit Al assisted content to be accepted, circulated or
published without appropriate officer or member review. Officers and members
remain accountable for checking accuracy, tone, legality, confidentiality and
appropriateness before use.

5.Prohibited Use

Al tools must not be used to replace professional advice, lawful officer decision
making or member oversight. They must not be used to determine staffing
outcomes, complaints, standards matters, disciplinary action, procurement
scoring, enforcement activity or other formal Council decisions without
appropriate governance arrangements and officer or member review.

Publicly accessible AI platforms must not be used for confidential or sensitive
Council information unless specifically approved through the Council’s
governance and data protection processes. This includes personal data, special
category data, exempt committee material, safeguarding information, legal
advice, staffing casework, commercially sensitive information, financial account
information or identifiable resident data.

Officers and members should recognise that information entered into publicly
accessible Al systems may not be fully controllable, retrievable or removable once
submitted.

The Council will not permit Al use in any way which may breach confidentiality,
legislation, equality duties or public trust.

6.Approved Systems and Governance

Only Al systems approved by the Town Clerk may be used for Council business.
The Council will maintain an Approved Al Tools Register and reserves the right to
suspend or prohibit any system where concerns arise regarding legality,
governance, cyber security, reliability or reputational risk.

Procurement or implementation of Al enabled systems must follow the Council’s
approved governance, procurement and ICT approval processes.
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Before introducing any new AI system or higher risk use, officers must consider
data protection implications, cyber security requirements, records management
obligations, transparency expectations and operational necessity. Internal
checks, including data protection review, ICT advice or senior officer approval,
may be required depending on the nature of the proposed use.

If officers are found to be using prohibited systems or uploads confidential
documents to a public Al platform, they may be subject to the Council’s
disciplinary procedures.

7.Training Requirements

No officer may use Artificial Intelligence systems for Council business until
mandatory awareness training has been completed.

The Council recognises that different levels of responsibility require different
levels of understanding and oversight. Training will therefore be delivered in
accordance with role and responsibility.

Mandatory IT Training (Learning Hub) will apply to all officers, employees and
authorised users of Al systems. This training will provide a practical
understanding of the safe and responsible use of Al within a local government
environment. It will include awareness of confidentiality obligations, data
protection responsibilities, cyber security considerations, misinformation risks,
hallucinations, bias, discrimination, fact checking responsibilities and records
retention expectations.

Advanced Systems Training will apply to managers, supervisors and officers
responsible for overseeing teams or approving operational use of Al systems.
This training will focus on governance and oversight responsibilities, including
risk identification, approval processes, transparency considerations, appropriate
use boundaries, records management implications and the requirement for
meaningful human review.

Senior Staff Strategic Workshops & Seminars training will apply to the
Senior Leadership Team and officers with strategic governance responsibilities.
This training will include organisational risk management, audit expectations,
insurance implications, reputational considerations, public trust, emerging
legislation, procurement considerations and strategic governance oversight.
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Councillors will be offered Al awareness training appropriate to their role as
elected members. This will include guidance on confidentiality, exempt
information, politically sensitive correspondence, misinformation risks,
responsible use expectations and the continued responsibility of members for all
submissions, correspondence and public statements produced using Al assisted
tools.

Refresher training will normally be undertaken annually or where significant
technological, legislative or regulatory changes occur. The Council may also
require additional training where new systems, higher risk uses or revised
governance arrangements are introduced.

8.Councillor Use

Councillors may use approved Al systems for administrative support in relation
to Council business. Members must exercise caution when using Al in relation to
exempt information, staffing matters, complaints, Code of Conduct issues, quasi-
judicial matters or politically sensitive correspondence.

Members remain personally responsible for all correspondence, statements and
submissions produced using Al assisted tools by them.

Members, like officers, must not upload any confidential documents to publicly
accessible Al platforms; see above ‘Section 5: Prohibited Use’

9.Transparency
Routine administrative use of Al does not normally require public disclosure.

Where AI has materially contributed to substantive public facing content,
consultation analysis or strategic documentation, the Council may include an
appropriate disclosure statement where considered necessary in the interests of
transparency and maintaining public confidence.

10. Monitoring and Review

The Town Clerk will maintain oversight of this policy and associated governance
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arrangements.

The Council will seek to ensure that adoption of AI technologies remains
proportionate, necessary and aligned with wider organisational responsibilities
and values.

Due to the rapidly evolving nature of Al technologies and public sector guidance,
the policy will initially be reviewed every six months. Thereafter, review will
normally take place annually unless earlier amendment is considered necessary.
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