
Guidelines for using AI in our Listserv Community 

 

With the prevalence of AI tools in our work environment, it is essential to use them responsibly to 
protect the privacy of our listserv members. Please keep the following guidelines in mind: 

1.​ Safeguard Members Information  
●​ Never share another member’s personal or work-related details with an AI tool. This 

would include: names, school information, addresses, photos or any identifying 
information. 

●​ If you need to use examples, please change the details of the person or school to 
evade identification. 

●​ Never input private or restricted information that has been shared with you unless you 
first gain permission and are sure it is safe to do so. 

2.​ Appreciate That Data May Be Collected 
●​ Many AI tools store and review data for quality and safety purposes. Unless you are 

using an AI tool that is covered by an education policy, please assume your data is not 
secure.  

3.​ Confirm Accuracy 
●​ Please review any information you publish for accuracy and bias. 
●​  Does your AI summary reflect our unique school librarian voice? If this is not the case, 

your AI summary may not add value to our community. 
4.​ Acknowledge When AI Tools Have Been Used 
●​ If you post any AI-generated content, please be transparent. Consider acknowledging 

your use of AI tools in advance of your listserv post. This way, members can decide 
how much information to share and ensure their privacy is protected. 

Disclaimer: This policy is subject to change as future AI developments emerge.  
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