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Objects of Excelsia University College

Motivated by the Christian faith, as expressed by the Apostles’ Creed and Nicene Creed, with fidelity to
the Scriptures as the Word of God, the objects of Excelsia University College (Excelsia) are the
advancement of the Christian faith and higher education.

1 Scope

This framework applies to all members of the Excelsia University College community, including students,
academic and professional staff, contractors, and affiliates, who engage with Al technologies in any
capacity related to Excelsia’s teaching, learning, research or operational functions.

2 Policy purpose and principles

Excelsia recognises artificial intelligence (Al) as a powerful tool that can enhance learning and teaching,
strengthen research, improve efficiency and governance, and support Excelsia’s role in providing
responsible and values-based use of Al within Christian higher education. This policy establishes a
framework for the ethical, responsible, and effective use of Al across Excelsia. It seeks to ensure that Al
technologies are used in ways that align with Excelsia’s mission, values, and strategic goals, and that
uphold academic integrity, ethical standards, and good practice.

2.1 Use and management of Al

i. Al including generative Al, may be used ethically to support teaching, learning, research and
everyday operations. This includes using Al to:
e make processes faster, more consistent, and able to grow as needed
e help Excelsia stay competitive by quickly adapting to changes in the environment
e identify problems, risks, or opportunities sooner and respond to them more effectively
o keep physical and digital spaces secure
e identify possible breaches of academic integrity and research integrity
e give students feedback on their work
e identify at-risk students to improve learning outcomes and provide further support
e support student success and wellbeing
e improve the experiences and skills of both students and staff
e increase efficiency and productivity of research processes
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e recommend how to best use classrooms and other campus spaces
e marketing activities including positioning and personalisation.

ii.  Students, including HDR candidates, must use Al in accordance with the Academic Integrity
Framework (coursework units), Research Ethics Framework (thesis units), the Excelsia
Referencing Guide for Academic Writing, and assessment guidelines. This includes, where Al use
is permitted to generate content, declaring its use and detailing how it has been used.

2.2 Ethical principles of Al use

i.  Excelsia upholds the following ethical principles to ensure the ethical and responsible use of Al
across Excelsia. These principles are informed by Australia’s Al Ethics Principles and the NSW
Mandatory Ethical Principles for the use of Al.

2.2.1 Community benefit

i. Al should benefit the Excelsia community and must be reasonably determined to be the most
appropriate solution when compared to other available tools.

2.2.2 Fairness and inclusivity

i. Al systems developed or procured by Excelsia should be inclusive and accessible, and should not
involve or result in unfair discrimination against individuals, communities or groups.

ii.  Excelsia will ensure careful data management so that potential data biases are identified and
appropriately managed.

2.2.3 Privacy and security

i. Al systems developed or procured by Excelsia should respect and uphold privacy rights and data
protection, and ensure the security of data, and must comply with Australian Privacy Principles
and with Excelsia’s Information Management and Privacy Framework.

ii.  Excelsia will implement security measures to safeguard sensitive information and prevent
unauthorised access or misuse of data.

iii.  When using Al tools, members of the Excelsia community should de-identify personal data
wherever possible to mitigate the risk of data breaches or misuse.

iv.  Members of the Excelsia community must not share proprietary communications, documents or
materials containing personal, private or sensitive information to Al systems that are not owned
or controlled by Excelsia. Refer to the Information Management and Privacy Framework for
disclosure of personal information compliance.

2.2.4 Transparency and explainability

i.  Where Al is used to modify or produce content, this must be made clear to the users and viewers
of the content.

ii.  Excelsia will make clear to members of the Excelsia community how an Al system is being used
and the basis on which decisions involving Al are made. This includes informing members if
content is Al-generated or if Al recommendations impact outcomes.
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https://excelsia.edu.au/wp-content/uploads/Academic-Integrity-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Academic-Integrity-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Research-Ethics-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Referencing-guide-for-Academic-writing.pdf
https://www.industry.gov.au/publications/australias-artificial-intelligence-ethics-principles/australias-ai-ethics-principles
https://www.digital.nsw.gov.au/policy/artificial-intelligence/artificial-intelligence-ethics-policy/mandatory-ethical-principles
https://www.digital.nsw.gov.au/policy/artificial-intelligence/artificial-intelligence-ethics-policy/mandatory-ethical-principles
https://www.oaic.gov.au/privacy/australian-privacy-principles
https://excelsia.edu.au/wp-content/uploads/Information-Management-and-Privacy-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Information-Management-and-Privacy-Framework.pdf

iii.  Members of the Excelsia community will have the ability to question and challenge the use or
outcomes of the Al system.

2.2.5 Accountability
i.  Al-based functions and decisions must always be subject to human review and intervention.
ii. Al system owners and business owners are responsible for the management of their Al systems.

iii.  Where Al is used to support staff decision-making, there must be input from qualified staff who
can validate or override Al outputs. Final approval will be in accordance with the delegations in
Excelsia’s Governance Framework.

iv.  Users of Al systems and tools are responsible for any generated output used for work, research
or study purposes. User should verify the accuracy, appropriateness, and relevance of all Al-
produced materials.

2.3 Risk management

i.  All Al systems exist on a spectrum of risk, ranging from low risk (not automated, often non-
operational, does not contain personal or sensitive data and does not have direct impacts on
individuals) to high-risk automations (highly autonomous, normally operational Al systems with
minimal controls that could impact individual and institutional safety and wellbeing).

ii. Al systems will be assessed for risks and opportunities.

iii.  Excelsia will implement monitoring practices to ensure that Al systems are used in ways that
comply with established standards for data privacy, security, and ethical responsibility.

iv.  Excelsia will manage any identified risks and seek to balance risks and opportunities to protect
Excelsia and individuals and their human rights.

2.4 Academic and research integrity

i.  Excelsia will seek to build awareness among students and staff of their responsibilities around the
ethical use of Al tools.

ii.  Excelsia will manage integrity-related risks posed by Al tools in accordance with the Academic
Integrity Framework, Student Code of Conduct, Staff Code of Conduct, and the Research Ethics
Framework.

2.5 Al literacy and support

i.  Excelsia seeks to encourage Al literacy among staff and students, including the responsible and
ethical use of Al tools, an understanding of their broader implications in various contexts, and
being informed about educational best practices to assist in the effective integration into
teaching practice.

ii.  Excelsia will seek to provide support for Al users who encounter issues or need guidance when
using Al systems, particularly concerning ethical dilemmas or data concerns.
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https://excelsia.edu.au/wp-content/uploads/Governance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Academic-Integrity-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Academic-Integrity-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/student-code-conduct.pdf
https://excelsia.edu.au/wp-content/uploads/staff-code-conduct.pdf
https://excelsia.edu.au/wp-content/uploads/Research-Ethics-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Research-Ethics-Framework.pdf

2.6 Compliance

i. Consequences for breaching this framework will be managed by the relevant policy:
a. Academic Integrity Framework (for student breaches in completing coursework)
b. Research Ethics Framework (for student and staff breaches in completing research)
c. Student Code of Conduct (for student breaches outside of completing coursework)
d. Staff Misconduct and Serious Misconduct Procedure in the Integrity and Respect
Framework (for staff breaches outside of completing research)
e. Health and Safety Framework

3 Procedures

3.1 Risk management and procurement

To ensure the safe, ethical, and responsible use of Al within Excelsia University College, this procedure
outlines the assessment and management of Al-related risks in accordance with the NSW Artificial
Intelligence Assessment Framework (AIAF).

This procedure should be undertaken for Al systems that will be:
e purchased by Excelsia for use without modifying the algorithm or any risk mitigation tools, nor
adding domain-specific content (e.g. ChatGPT, or Al in Salesforce, SAP, etc.) or

e embedded in Excelsia systems or products (e.g., integrating Al biometrics or developing a
chatbot with augmented training)

e developed as an in-house Al tool, where Excelsia is developing algorithms and supplying the
training data (e.g. developing anomaly detection or training LLM with domain-specific content)

e partof an in-house developed tool that uses Al and that automates at least one critical step in
the decision-making process.

3.1.1 Determine if there is an elevated risk

An Al system falls under elevated risk if it meets any of the following criteria:

e produces or directly influences legal or significant administrative decisions
o triggers real-world actions that have a meaningful change to the environment

e operates autonomously or has potential to produce harmful outputs independently of human
action

e was trained using sensitive information or can produce outputs which contain sensitive
information

o triggers a risk of system failure or misuse that could cause harm to an individual or group

o lacks explainability for generated content and decisions, hindering comprehension by laypeople
and assessment by technical experts.
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https://excelsia.edu.au/wp-content/uploads/Academic-Integrity-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Research-Ethics-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/student-code-conduct.pdf
https://excelsia.edu.au/wp-content/uploads/Integrity-and-Respect-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Integrity-and-Respect-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Health-and-Safety-Framework.pdf
https://www.digital.nsw.gov.au/policy/artificial-intelligence/nsw-artificial-intelligence-assessment-framework
https://www.digital.nsw.gov.au/policy/artificial-intelligence/nsw-artificial-intelligence-assessment-framework

3.1.2 Conduct the risk assessment

The risk assessment should assess the risk of the Al tool or system across Excelsia’s five ethical
principles of Al: community benefit; fairness and inclusivity; privacy and security; transparency
and explainability; and accountability. Stakeholders should be consulted as needed.

Additionally, the risk assessment should consider alignment with Excelsia’s policies and
procedures, including, where appropriate:
a. Academic Integrity Framework

Research Ethics Framework

Information Management and Privacy Framework

b

C

d. Intellectual Property Policy

e. Staff Code of Conduct and/or Student Code of Conduct

An Al Risk Assessment Template, such as the NSW Artificial Intelligence Assessment Framework
may be used to guide the risk assessment.

Where an Al system does not align with Excelsia’s Al policy, it is unlikely that the system
development, activation or procurement will be approved. In this case, further guidance
regarding appropriate alternatives may be sought from key stakeholders.

3.1.3 Approval and procurement

Refer to the Software Acquisition, Deployment, and Management Procedure in the ICT
Framework.

Approval of procurement and use of Al tools and systems is by the Technology Committee.

Final approval for the expenditure of funds is in accordance with financial delegations in the
Governance Framework.

3.1.4 Ongoing management of risk

The Technology Committee will oversee monitoring of approved and implemented Al tools
including:
a. maintaining a register of approved Al tools in consultation with the IT Department
b. conducting regular audits and risk assessments
c. addressing reported concerns and identified risks
d. ensuring Al use is aligned with national and institutional ethical Al standards.

Refer to the Software Acquisition, Deployment, and Management Procedure in the ICT
Framework.

3.2 Reporting concerns

Students may report any concerns about Al use or outcomes at Excelsia to their lecturer or Head
of School, or through the Student Grievance Notification Form, through the feedback section on
ExO, through the SRC, or via unit evaluation surveys provided at the end of each semester.
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https://excelsia.edu.au/wp-content/uploads/Academic-Integrity-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Research-Ethics-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Information-Management-and-Privacy-Framework.pdf
http://excelsia.edu.au/wp-content/uploads/intellectual-property-policy.pdf
http://excelsia.edu.au/wp-content/uploads/staff-code-conduct.pdf
https://excelsia.edu.au/wp-content/uploads/student-code-conduct.pdf
https://www.digital.nsw.gov.au/policy/artificial-intelligence/nsw-artificial-intelligence-assessment-framework
https://excelsia.edu.au/wp-content/uploads/ICT-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/ICT-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/Governance-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/ICT-Framework.pdf
https://excelsia.edu.au/wp-content/uploads/ICT-Framework.pdf
https://excelsia.wufoo.com/forms/student-grievance-notification

ii.  Staff, contractors, and affiliates of Excelsia may report any concerns about Al use or outcomes at
Excelsia through the Staff Grievance Procedure located in the Integrity and Respect Framework,
their manager or supervisor, or to the Quality Office.

4 Guidelines for responsible use

4.1 Learning, teaching and student support
4.1.1 When to use Al

Seek to use Al strategically to improve a student’s experience of Excelsia through increased accessibility,
personalised learning opportunities, innovation, and enhanced student support.

Al use should seek to contribute positively to student engagement, critical thinking, or achievement of
clearly defined learning outcomes.

4.1.2 Using Al-generated content and Al tools for learning and teaching

If you have used Al to generate learning and teaching content, review the content to ensure it is
accurate, appropriate and relevant to the unit learning outcomes and course learning outcomes. You are
responsible for all content used within your teaching, ensuring it meets Excelsia standards and
expectations.

Inform your students when you have used Al tools in creating educational materials or assessments. We
should seek to model the behaviour and standards that we are expecting of our own students. Use
transparency as an opportunity to model responsible and ethical Al usage, preparing students to engage
thoughtfully and ethically with Al in their future academic or professional practice.

4.1.3 Assessment design

Assessments that thoughtfully integrate Al tools such as generative Al are essential for maintaining
academic integrity and enhancing student learning. TEQSA’s toolkits: Gen Al Strategies for Australian
Higher Education: Emerging Practice and Enacting assessment reform in a time of artificial intelligence
are helpful resources for designing secure assessments that maintain the integrity of higher education
awards.

4.1.4 Ethical modelling

Seek to exemplify responsible use of Al for your students, including demonstrating appropriate
referencing, transparent disclosure, and critical evaluation of Al-generated content. You might also seek
to include discussions about Al ethics, highlighting both potential benefits and limitations, thus
preparing students for ethical decision-making.

4.2 Research and research training

When used appropriately, Al tools such as generative Al have the potential to increase the efficiency and
productivity of research processes such as critical analysis, synthesis, design and writing processes. It
may be used to stimulate critical or creative thinking through providing new insights or perspectives.
When appropriate, it can also help in analysing large amounts of non-sensitive data and help to highlight
significant findings, saving time and resources.
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https://excelsia.edu.au/wp-content/uploads/Integrity-and-Respect-Framework.pdf
https://www.teqsa.gov.au/sites/default/files/2024-11/Gen-AI-strategies-emerging-practice-toolkit.pdf
https://www.teqsa.gov.au/sites/default/files/2024-11/Gen-AI-strategies-emerging-practice-toolkit.pdf
https://www.teqsa.gov.au/guides-resources/resources/corporate-publications/enacting-assessment-reform-time-artificial-intelligence

However, if you are a researcher at Excelsia, use caution when uploading or inputting sensitive or
personal data into Al tools. Only enter information into commercial Al tools (like ChatGPT) if you would
also be comfortable sharing that information with outside organisations, including competitors. This is
because once you enter data into these tools, there’s a risk it could be reused, and neither you nor
Excelsia can control what happens to it.

Never input the following types of data or content into commercial and/or external Al tools:

e Third-party copyrighted materials or materials that you do not own or manage the rights to. This
includes any data or information that is commercial in confidence, collectively owned as
Indigenous cultural and intellectual property, or that is protected by copyright. As such, Al should
not be used as a peer review tool for theses or research-related content (e.g. ethics applications,
grant applications) nor should it be used for examiner reports or to produce summaries of such
reports. Aside from scholarly work, Excelsia owns the intellectual property created by staff. Refer
to Excelsia’s Intellectual Property Policy for more information.

e Private or personal information, for example, names, email addresses, personal identification
numbers, phone numbers, images, audio recordings, financial information such as bank account
details and credit card numbers, login credentials, and health and personal information.

e Other confidential or sensitive information, which includes data that is inherently confidential, or
which was provided in confidence. This includes ethics applications, examiner reports, and HDR
theses.

If you do use Al tools as a researcher, remember that:
e You are ethically and legally responsible for your use of the Al tool

e You must adhere to this Al Framework, including the ethical principles of Al use (i.e., community
benefit; fairness and inclusivity; privacy and security; transparency and explainability; and
accountability). You must also ensure your use does not breach Excelsia’s Research Ethics
Framework, the National Statement on Ethical Conduct in Human Research, or the Australian
Code for the Responsible Conduct of Research 2018.

e You should review Al outputs for inaccuracy and bias

e You must be transparent and accountable, describing how you have used Al in your research,
including any limitations and acknowledgement of potential biases.

e Scholarly publishers have changing and differing policies on the use and acknowledgement of Al.
Ensure you are familiar with publishing requirements and regularly check for updates.

If you become aware of the inappropriate use of Al in research at Excelsia, you can raise your concerns
via the Reporting Concerns Procedure in this Framework.

4.3 Organisational productivity
4.3.1 When to use Al tools
Al tools can be valuable in various administrative and academic support tasks, including:

e drafting content, including initial drafts for reports, emails, or promotional materials
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e data analysis, such as summarising and interpreting large datasets to inform decision-making
e idea generation, such as brainstorming for projects, events, or curriculum development
e administrative assistance, such as automating routine tasks to improve efficiency.

However, Al should not be used for:

e bypassing critical thinking, that is, replacing human judgement in areas requiring nuanced
understanding.

¢ handling confidential information, including processing personal or sensitive data, or any
commercially sensitive data that would not be shared publicly (for external Al tools).

4.3.2 How to use Al tools
When integrating Al into your work, make sure you:

e can demonstrate the clear benefit to the Excelsia community

e do notinput or upload any content that is commercially sensitive, personal or private when using
an external Al tool such as ChatGPT. If it is content that would not be shared publicly, then it
should not be uploaded. For example, internal reports or student data, names, addresses, phone
numbers, or medical information.

e are vigilant about potential biases in Al outputs. Use diverse and representative data sets, and
regularly review Al-generated content for impartiality.

e maintain openness about when you use Al, especially in decision-making processes.

e take responsibility for Al-assisted work. Always review and, if necessary, edit Al-generated
content to ensure accuracy, adherence to ethical principles, and appropriateness.

5 Roles and responsibilities

The following stakeholders have a responsibility in relation to this policy framework.

Role Responsibility

Technology Committee e Approving the procurement and/or use of Al tools and
systems with due consideration of risks.
e QOverseeing monitoring of approved and implemented Al
tools including:
o maintaining a register of approved Al tools in
consultation with the IT Department
o conducting regular audits and risk assessments in
consultation with Work Health and Safety Committee
o addressing reported concerns and identified risks
o ensuring Al use is aligned with national and
institutional ethical Al standards.

Staff e Using Al in a way that aligns with Excelsia’s ethical principles
of Al use: community benefit; fairness and inclusivity; privacy
and security; transparency and explainability; and
accountability.

This document may be varied, withdrawn or replaced at any time. Printed copies, or part thereof, are regarded as uncontrolled and should not be
relied upon as the current version. Anyone printing this document should refer to the website/policy suite for the latest version.
ABN: 50 360 319 774 TEQSA PRV12064 ‘University College’ CRICOS Provider Code: 02664K

GOV-STA-03 Page 9 of 12 Version 1.0, December 2025



e Encouraging Al literacy among staff and students
e Modelling ethical Al use for students
e Reporting any concerns about use of Al at Excelsia

Students e Using Al in a way that aligns with Excelsia’s ethical principles
of Al use: community benefit; fairness and inclusivity; privacy
and security; transparency and explainability; and
accountability.

e Reporting any concerns about use of Al at Excelsia

6 Definitions

For the purpose of this policy framework, the following definitions apply.

Term Definition

artificial intelligence (Al) Artificial intelligence has the meaning provided in the NSW Artificial
Intelligence Ethics Policy being, ‘intelligent technology, programs
and the use of advanced computing algorithms that can augment
decision-making by identifying meaningful patterns in data’. These
include machine learning, natural language processing, computer
vision, large language models, and generative Al. Al can
autonomously analyse data, recognise patterns, make decisions,
generate content, and solve problems to achieve defined objectives
— often without explicit human guidance — augmenting decision-
making and driving efficiency across digital environments.

HDR Higher degree by research, i.e. an award course offered by Excelsia
that includes a major research output, for example, a master’s by
research or a doctoral degree.

generative Al (gen Al) As defined by the NSW Government, generative Al is ‘is a wide-
ranging term that refers to any form of artificial intelligence capable
of generating new content, including text, images, video, audio, or
code.’ These tools allow individuals to input text and receive Al-
generated content. They offer functionalities such as summarising
lengthy articles, providing concise answers to questions, or
generating code snippets for described functions.

personal information Defined in the Privacy Act 1988 (Cth) as being information or an
opinion about an identified individual or an individual who is
reasonably identifiable, whether the information or opinion is:
a. trueor not
b. recorded in a material form or not.

Information that is not about an individual on its own can become
personal information when it is combined with other information, if
this combination results in an individual becoming ‘reasonably
identifiable’ as a result. Personal information includes, for example,
names, addresses, telephone numbers, email addresses, dates of
birth and passport numbers.

This document may be varied, withdrawn or replaced at any time. Printed copies, or part thereof, are regarded as uncontrolled and should not be
relied upon as the current version. Anyone printing this document should refer to the website/policy suite for the latest version.
ABN: 50 360 319 774 TEQSA PRV12064 ‘University College’ CRICOS Provider Code: 02664K

GOV-STA-03 Page 10 of 12 Version 1.0, December 2025


https://www.digital.nsw.gov.au/policy/artificial-intelligence/artificial-intelligence-ethics-policy/ethical-policy-statement
https://www.digital.nsw.gov.au/policy/artificial-intelligence/artificial-intelligence-ethics-policy/ethical-policy-statement
https://www.digital.nsw.gov.au/policy/artificial-intelligence/generative-ai-basic-guidance#anchor-what-is-generative-ai
https://www.legislation.gov.au/C2004A03712/latest/text

sensitive information

Information that is of a sensitive nature, including information about
health, genetics, biometrics or disability; racial or ethnic origin;
religious, political or philosophical beliefs; professional association
or trade union memberships; sexuality; or criminal record. Special
requirements apply to the collection and handling of sensitive
information.
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