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1. Policy Statement 
Antrick Education Pty Ltd trading as Antrick Health Academy (the RTO) recognises that artificial 
intelligence (AI) is now part of modern education, administration, compliance, industry practice and 
workforce capability. The RTO supports the safe, ethical and progressive adoption of AI to improve 
efficiency, accessibility, innovation, learner preparedness and service quality, while preserving 
academic integrity, assessment authenticity, privacy, fairness, human judgement and public 
confidence in nationally recognised training. 

The RTO will permit and encourage responsible AI use where that use is lawful, transparent, 
proportionate to risk, subject to human oversight, and aligned to the RTO’s policies, standards 
obligations and educational purpose. AI may assist staff and students, but it must not replace trainer 
or assessor judgement, governance responsibility, professional accountability or the student’s 
obligation to produce authentic evidence of competence. 

This policy establishes the RTO’s overarching framework for AI use by staff and students. Detailed 
work instructions, approved tool lists, prompts, declarations, templates, assessment conditions, 
schedules and operational controls may be maintained in supporting procedures and operational 
documents. 

2. Purpose 
• set the RTO’s rules for the safe, ethical and controlled use of AI across teaching, assessment, 

student support, administration, quality assurance and business operations; 
• support responsible innovation and progression to a workforce and education environment in 

which AI literacy is increasingly important; 
• define acceptable, restricted and prohibited AI uses for staff, contractors and students; 
• protect academic integrity, assessment authenticity and the integrity of qualifications and 

statements of attainment; 
• establish minimum expectations for human oversight, disclosure, privacy, security, 

recordkeeping, bias review and quality control; 
• ensure suspected misuse, integrity breaches, unsafe outputs or compliance risks are identified, 

escalated, investigated and managed in a controlled manner; 
• support compliance with the 2025 Standards for RTOs and related legislative, contractual and 

regulatory obligations. 

3. Scope 
This policy applies to all AI-enabled tools, systems and features used by or on behalf of the RTO in 
connection with nationally recognised training, accredited or non-accredited services, learning 
resources, assessment design, assessment submissions, feedback, student support, administration, 
compliance, marketing, records, validation, moderation, governance, offshore activity, third-party 
arrangements and any other activity undertaken in the name of or for the benefit of the RTO. 



 

 

This policy applies to domestic and international students, employees, contractors, trainers, 
assessors, academic managers, compliance staff, education support staff, marketing personnel, 
third-party providers, offshore partners and any person granted access to the RTO’s systems, data, 
learning platforms or assessment environment. 

4. Legislative and Regulatory Context 
There is currently no single Australia-wide education-specific AI statute that removes or replaces the 
RTO’s existing duties. AI use must therefore be governed through the RTO’s existing standards and 
legal obligations, including obligations relating to training quality, assessment integrity, privacy, 
consumer protection, records, fairness and student support. 

The 2025 Standards for RTOs require training and assessment systems that are fit for purpose, 
appropriately controlled and capable of producing valid, reliable and defensible outcomes. These 
obligations extend to any use of AI in designing, supporting, reviewing or administering learning and 
assessment processes. AI-assisted practices must not weaken assessment integrity, authenticity 
controls, student support, quality assurance or certification confidence. 

Where the RTO delivers to overseas students, AI-related practices must also remain consistent with 
the ESOS framework and the National Code 2018, including obligations concerning accurate 
information, student support, complaints handling, records and ethical conduct. Privacy, copyright, 
Australian Consumer Law, cybersecurity obligations, funding rules, contractual conditions and any 
state, territory or licensing requirements may also affect whether and how AI may be used.  

5. Definitions 
• Artificial intelligence (AI) means software or digital functionality that can generate, classify, 

predict, summarise, analyse, translate, transcribe, recommend, simulate or otherwise process 
content or data using machine-based techniques. 

• Generative AI means AI capable of producing new content such as text, images, audio, code, 
summaries, lesson ideas or synthetic responses from prompts or source material. 

• Approved AI tool means an AI-enabled product, platform, feature or integration authorised for a 
defined use case under the RTO’s governance process. 

• High-risk AI use means a use case that may materially affect academic integrity, assessment 
outcomes, student welfare, privacy, safety, discrimination risk, regulatory compliance, records 
integrity or business-critical decisions. 

• Academic integrity means the expectation that students submit authentic work, acknowledge 
assistance properly, comply with assessment conditions and do not misrepresent authorship, 
capability or evidence. 

• Human oversight means meaningful review and accountability by an appropriately authorised 
person who checks the context, quality, fairness, legality and suitability of AI-assisted work before 
it is used or relied upon. 



 

 

• AI disclosure means a statement by a staff member or student explaining whether AI was used, for 
what purpose, to what extent and, where required, which tool or method was used. 

• Sensitive information means personal information, health information, confidential student 
information, commercially sensitive information, complaint material, misconduct records, 
assessment evidence, credentials or any information that should not be uploaded to an 
unapproved external AI environment. 

6. Policy Principles 
• The RTO supports AI literacy, innovation and responsible adoption where this improves 

educational quality, accessibility, efficiency or preparedness for industry practice. 
• AI use must remain subordinate to human judgement, professional responsibility and the RTO’s 

regulatory obligations. 
• Students must produce authentic evidence of learning and competence; AI assistance must never 

be used to disguise authorship or undermine assessment validity. 
• The higher the risk of the use case, the stronger the approval, oversight, documentation and 

verification controls must be. 
• Personal, confidential or sensitive information must not be entered into public or unapproved AI 

tools except where expressly authorised, lawful and protected by suitable controls. 
• AI outputs must be checked for accuracy, hallucination, bias, completeness, tone, cultural 

appropriateness and fitness for purpose before use or release. 
• The RTO will prefer enablement and education over blanket prohibition for low-risk use, but will 

impose strict restrictions where assessment integrity, welfare, safety or compliance could be 
affected. 

• Findings, incidents and emerging risks arising from AI use must inform continuous improvement, 
training and policy review. 

7. AI Governance Framework 
The RTO will maintain a documented AI governance framework covering approved tools, prohibited 
tools, risk categories, approval authorities, privacy and security controls, acceptable use settings, 
disclosure expectations, training requirements, assessment controls, recordkeeping, monitoring and 
escalation pathways. AI must be introduced and used in a controlled manner rather than through 
unmanaged personal experimentation where the use is connected with the RTO’s business or 
academic operations. 

The governance framework should classify AI uses by risk. Low-risk uses may include brainstorming, 
formatting assistance, de-identified summarisation or administrative drafting with review. Medium-
risk uses may include learning resource drafting, translation support, communication refinement or 
analytics assistance. High-risk uses may include assessment-related decision support, student 
progression decisions, sensitive data processing, complaints analysis, misconduct matters, student 
welfare risk review, or any use that could materially affect rights, outcomes or compliance. 



 

 

High-risk AI uses must not proceed without documented approval, defined controls and human 
accountability. The RTO may maintain an approved tool register and may withdraw permission for any 
tool or use case if risks, contractual terms, data handling, accuracy concerns or regulatory issues 
change. 

 

8. Staff Use Framework 
The RTO encourages staff to build AI capability and to use AI in ways that are safe, efficient and 
educationally beneficial. Staff may use approved AI tools to support drafting, research preparation, 
plain-language editing, accessibility support, resource ideation, communication refinement, de-
identified data analysis, training administration and other low-to-medium risk tasks, provided that 
outputs are checked by a suitably competent human before use. 

• Staff may use AI to support productivity and innovation, but must not outsource professional 
judgement, assessment decisions, compliance decisions, disciplinary decisions, complaints 
outcomes or student welfare interventions to AI. 

• Staff must review AI outputs for factual accuracy, currency, context, policy alignment, tone, 
cultural safety and fairness before they are shared, published or relied upon. 

• Staff must not present AI-generated material as authoritative without verification against reliable 
sources or internal approvals where required. 

• Staff must not upload confidential, sensitive or personally identifiable information into 
unapproved public AI tools, including student submissions, complaint records, welfare issues, 
staff performance matters, passwords, contractual documents or assessment evidence, unless 
expressly authorised and protected. 

• Staff must not use AI to fabricate attendance records, validation or moderation records, 
workplace evidence, student feedback, assessment outcomes, compliance evidence or any other 
official record. 

• Where staff use AI in developing learning or assessment materials, the materials must still comply 
with the training product, the RTO’s quality controls, copyright obligations and academic integrity 
settings. 

• Staff must not rely on AI to provide legal advice, migration advice, mental health advice, 
counselling advice or any other advice requiring specialist human authorisation beyond their own 
competence and role. 

9. Student Use and Academic Integrity Framework 
The RTO acknowledges that AI literacy is becoming part of contemporary study and work. Students 
may be taught how AI works, where its benefits and risks sit, and how to use it ethically in learning and 
workplaces. However, the RTO will apply strict rules to ensure that AI does not undermine authentic 
learning, assessment validity, evidence of competence or public confidence in certification. 



 

 

Unless an assessment specifically permits and defines AI use, students must assume that 
substantive AI-generated content, AI paraphrasing, AI translation that changes meaning, AI-generated 
code, AI-generated reflective responses, AI-generated case analysis or AI-generated answers cannot 
be submitted as the student’s own work. Students must comply with the specific assessment 
instructions, tool restrictions, declaration requirements and authenticity checks set by the RTO. 

• Students may use AI for permitted study support activities such as brainstorming, practice 
questions, concept explanation, grammar support or planning assistance where this is not 
prohibited and does not replace the student’s own assessable work. 

• Students must disclose AI use in any assessment where disclosure is required by instructions, 
policy or declaration form. 

• Students must not submit AI-generated or AI-substantially rewritten work as if it were entirely their 
own. 

• Students must not use AI during closed-book, invigilated, practical, supervised, oral or otherwise 
restricted assessments unless expressly authorised. 

• Students must not use AI to fabricate workplace evidence, case notes, logs, reflections, 
observation records, placement records, references, identity evidence or practical performance. 

• Students must not use AI to impersonate themselves or another person, including in oral 
assessments, interviews, video evidence, attendance activity or communication with the RTO. 

• Students must cooperate with authenticity verification measures, including oral questioning, 
process reviews, live demonstration, drafts, source notes, prompt records or resubmission 
requirements where reasonably required. 

10. Approved Uses and Benefit Realisation 
The RTO seeks to progress safely into a world in which AI capability is increasingly relevant to health, 
community services, business operations and education. AI should therefore be used to enhance, not 
diminish, quality and human capability. Examples of potentially appropriate uses, subject to approval 
and control, may include the following: 

• staff drafting of first-pass administrative communications, procedures, templates, meeting notes 
or policy structures that are then reviewed and approved by a human officer; 

• resource design support such as scenario generation, activity ideas, quiz stems, reading 
summaries or accessibility adaptation, with trainer review for quality and standards alignment; 

• student learning support activities such as non-assessable explanation, study planning, revision 
prompts, mock interview practice or language support where permitted; 

• accessibility and inclusion supports, including plain-language rewriting, captioning, 
summarisation or translation assistance where human review remains in place; 

• operational analysis using de-identified or approved data to identify trends, service improvements 
or administrative efficiencies; 

• professional development and industry-readiness activities that build critical AI literacy, ethical 
awareness and prompt discipline. 



 

 

All approved uses remain subject to role-based authority, confidentiality, output checking, 
recordkeeping and any tool-specific restrictions. 

11. Restricted and Prohibited Uses 
Certain AI uses are prohibited or highly restricted because they create unacceptable risk to academic 
integrity, regulatory compliance, privacy, fairness or public trust. Unless expressly approved through 
the RTO’s governance arrangements, the following uses are prohibited: 

• use of AI to generate or materially alter assessable student work in a manner not permitted by 
assessment instructions; 

• use of AI to make final competency decisions, academic misconduct findings, complaints 
outcomes, refund determinations, student support decisions or disciplinary decisions without 
authorised human review and responsibility; 

• entry of personal, health, complaint, assessment or other sensitive data into unapproved AI tools 
or consumer-grade public platforms; 

• AI-generated marketing or claims that are false, misleading, unverified or inconsistent with the 
RTO’s obligations to students, employers, regulators or overseas students; 

• deepfake, synthetic impersonation, misleading avatars or manipulated evidence used in 
connection with assessment, marketing, complaints or workplace evidence; 

• fabrication or backfilling of compliance documents, attendance records, validation records, 
moderation records, support records or student evidence; 

• use of AI tools that breach the RTO’s ICT, procurement, privacy, cybersecurity or contractual 
requirements. 

12. Risk Assessment, Human Oversight and Quality Control 
AI-assisted work must be subject to review proportionate to risk. The person using or authorising AI 
remains accountable for checking whether the output is accurate, suitable, current, unbiased enough 
for purpose, lawful to use, culturally appropriate and aligned with policy and role expectations. 
Human review must be real and informed; it is not satisfied by merely skimming or forwarding AI-
generated output. 

• High-risk outputs should be verified against primary or authoritative sources before use. 
• Assessment-related uses require stronger authenticity, benchmarking and review controls than 

routine administrative drafting. 
• If an AI output contains material error, unsafe content, invented citations, discriminatory 

assumptions or inappropriate tone, it must not be used without correction and re-review. 
• Where uncertainty remains, the matter should be escalated to the responsible officer or subject 

matter expert rather than being actioned on the basis of the AI output alone. 



 

 

13. Data Privacy, Security and Confidentiality 
AI use must comply with the RTO’s privacy, confidentiality, cybersecurity and records management 
settings. Before any data is entered into an AI system, the user must consider whether the data is 
personal, sensitive, confidential, commercially restricted, protected by contract, or otherwise 
unsuitable for disclosure to an external vendor or model provider. 

• Only approved tools with acceptable privacy, security and data handling settings may be used for 
RTO-related information. 

• De-identification should be used wherever possible before data is analysed or summarised using 
AI. 

• Users must not assume that deleted prompts, chats or uploads are irretrievable or not retained by 
a provider. 

• Confidential student matters, complaints, placement issues, academic misconduct evidence, 
health information and disciplinary materials require heightened restriction and usually must not 
be entered into public AI tools. 

• Any suspected privacy breach, cyber incident or unauthorised disclosure involving AI must be 
reported immediately in accordance with the RTO’s incident and data breach procedures. 

14. Assessment Design, Submission, Disclosure and Verification Controls 
The RTO will design and administer assessment in ways that protect authenticity in an environment 
where AI tools are widely available. Assessment conditions may differ by unit, cohort, task type, risk 
profile and delivery mode. The RTO may permit, restrict or prohibit AI in whole or in part depending on 
what is required to establish genuine student competence. 

• Assessment instructions should state clearly whether AI use is prohibited, restricted, permitted 
with disclosure, or built into the task. 

• Where AI use is permitted, students may be required to describe how it was used and what 
independent judgement they applied. 

• Assessors may require process evidence such as drafts, notes, references, screenshots, prompt 
history, reflection statements or staged submissions. 

• The RTO may use oral questioning, live demonstration, supplementary assessment, interviews, 
version checks, authorship review and other verification measures where authenticity concerns 
arise. 

• Failure to disclose required AI use, or use of AI beyond the stated conditions, may be treated as a 
breach of academic integrity. 

• Staff must ensure assessment redesign and authenticity controls remain aligned to the training 
product and do not inadvertently exclude students who require lawful and reasonable support. 

15. Training, Capability and Change Management 
The RTO will support staff and students to understand both the opportunities and limitations of AI. 
Capability development should include ethical use, prompting discipline, hallucination risk, privacy 



 

 

and copyright awareness, bias and discrimination risk, academic integrity expectations, authenticity 
controls, and the limits of AI-generated advice in regulated education and human services contexts. 

• Staff should receive induction or professional development before using AI in medium- or high-risk 
work. 

• Students should receive clear guidance on what AI use is and is not allowed in learning and 
assessment. 

• The RTO should review emerging industry practice so that training remains relevant to a workplace 
environment increasingly influenced by AI. 

• Policy, procedures and assessment instructions should be updated as tools, risks and standards 
expectations evolve. 

16. Roles and Responsibilities 
• Board / CEO / Academic Governance Forum: oversee strategic AI risk, endorse policy settings, and 

monitor significant integrity, privacy, safety and compliance issues. 
• Academic Manager / Head of Training: ensure teaching and assessment practices involving AI 

remain educationally sound, appropriately controlled and consistent with the training product and 
integrity framework. 

• Compliance Manager / Quality Assurance Lead: maintain policy alignment with standards, 
monitor incidents, coordinate review and escalate high-risk concerns. 

• ICT / Systems / Cybersecurity Personnel: support approved tool controls, access management, 
vendor review and security settings where applicable. 

• Trainers and Assessors: set clear assessment conditions, model ethical AI use, review outputs 
critically, maintain authenticity controls and report suspected misuse. 

• Staff and Contractors: use AI only within approved limits, maintain confidentiality, exercise human 
judgement and complete required disclosures or training. 

• Students: comply with assessment instructions, disclose AI use where required, submit authentic 
work and cooperate with verification processes. 

• Third-Party Providers and Offshore Partners: comply with this policy and any additional controls 
specified in agreements, assessment conditions and quality assurance processes. 

17. Non-Compliance and Escalation 
Misuse of AI may constitute an academic, disciplinary, privacy, cybersecurity, compliance or 
contractual breach. The RTO may investigate any suspected misuse and may require temporary 
suspension of a tool, withdrawal of access, reassessment, resubmission, oral verification, student 
misconduct action, staff disciplinary action, contractual action, notification to governance or 
regulator engagement where required by law or standards. 

 

Serious concerns include, but are not limited to, undisclosed AI-generated assessment, fabrication of 
evidence, privacy breaches, deepfake or impersonation conduct, misleading marketing, unsafe 



 

 

reliance on AI for student welfare decisions, or refusal to comply with authenticity verification or 
incident investigation requirements. 

 



 

 

18. Procedure 

18.1 Tool Approval and Risk Review 
1. Identify the proposed AI tool or use case, the intended business or educational purpose, and the 

likely data involved. 
2. Assess the use case for privacy, security, bias, academic integrity, contractual, compliance and 

operational risk. 
3. Determine whether the use is low, medium or high risk and what approvals, settings, restrictions 

and recordkeeping are required. 
4. Approve, restrict, pilot or reject the tool or use case through the designated governance process. 

[INSERT PROCESS NAME] 

18.2 Staff Use 
5. Confirm that the intended AI use is permitted for the role and task. 
6. Do not enter sensitive or confidential information unless the tool and use case are expressly 

approved for that purpose. 
7. Review, verify and edit outputs before they are used, shared, published or filed. 
8. Apply any required disclosure, citation, version control or recordkeeping steps. 
9. Escalate uncertain, unsafe or high-risk outputs rather than relying on them without review. 

18.3 Student Assessment Controls 
10. Publish assessment instructions that state the AI conditions applying to the task. 
11. Where permitted, require student disclosure of AI use in the format directed by the RTO. 
12. Use staged drafts, oral questioning, observation, live performance, process records or other 

authenticity controls as appropriate to the task and unit risk. 
13. Investigate any mismatch between a student’s demonstrated capability and the submitted work, 

including suspected undisclosed AI use. 
14. Record outcomes and apply academic integrity procedures where a breach is substantiated. 

18.4 Incident Management and Breach Response 
15. Report suspected AI misuse, privacy concerns, unsafe outputs or unauthorised tool use promptly 

to the responsible officer. 
16. Preserve available evidence such as prompts, outputs, timestamps, assessment versions, 

screenshots or access logs where lawful and available. 
17. Apply immediate containment steps where necessary, including halting use of a tool or pausing 

reliance on an output. 
18. Investigate in accordance with the relevant misconduct, incident, complaints, privacy or 

disciplinary process. 
19. Document findings, actions, improvements and any communication or training required to 

prevent recurrence. 

18.5 Review and Continuous Improvement 
20. Review incidents, feedback, assessment trends, regulatory updates and emerging AI capabilities 

on a periodic basis. 
21. Update approved tool settings, assessment controls, training resources and guidance where 

required. 
22. Escalate systemic or high-risk issues to management and governance. 
23. Retain records in the controlled recordkeeping system. 
 



 

 

 

 

 

 

 

 

 

 

Supporting Forms and Registers    

Form / Register     

Student AI Use Declaration and Breach Indicators 
  

Approval and Endorsement    

Name     Position     Signature     Date     

     

Dimity 
Leech     

CEO     

     

    01/3/2026      

Tony Yeung     COO/Compliance      

     

   01/03/2026     

   

Printed copies are uncontrolled unless verified against the current controlled version. This document 
is company confidential and may only be used, disclosed or reproduced with authorisation except 
where required by law. Before formal issue, the RTO should complete all highlighted placeholders and 
align this policy with its assessment conditions, academic integrity controls, privacy settings, ICT and 
cybersecurity controls, third-party arrangements, student appeals arrangements and document 
control framework. 



 

 

Source basis used in drafting: current Australian RTO quality and integrity obligations, including the 
Standards for RTOs 2025 framework, existing legislative obligations affecting privacy, fairness and 
education delivery, and good-practice controls for safe and accountable use of AI in regulated 
education environments. 


