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Responsible AI Checklist
This checklist supports the responsible use of AI tools at LSE. Before using it, all staff must complete the Responsible AI Use at LSE course. It follows LSE's four-step framework: Scope, Screen, Supervise, Record. Use it for any task involving significant documents, sensitive content, or personal and confidential data. LSE's two approved AI tools are Microsoft 365 Copilot and Claude.ai (available to educators).
	1
Scope
Clarify your tasks and purpose
	2
Screen
Assess risks and check policies
	3
Supervise
Execute with human oversight
	4
Record
Document and learn



	1
	Scope
Clarify your tasks and purpose



	Checklist item
	Note

	☐  I have a clear goal for this task and know what output I need.
	 

	☐  I have considered whether AI genuinely adds value, or whether completing the task myself would lead to better insight.
	 

	☐  I am using an LSE-approved tool (Microsoft 365 Copilot or Claude.ai via my LSE account).
	Do not use public tools for LSE work.



	2
	Screen
Assess risks and check policies



	Checklist item
	Note

	☐  This task does not involve personal or sensitive data (names, contact details, student records, HR data).
	If it does, anonymise first.

	☐  This task does not involve confidential or commercially sensitive information.
	 

	☐  I have considered copyright and intellectual property: I am not uploading third-party content without the right to do so.
	 

	☐  I have been careful about granting AI tools access to files or folders (e.g. OneDrive or SharePoint), only where appropriate.
	Use specific folders, not broad access.

	☐  I have checked LSE policy where the task involves student data, recruitment or other regulated areas.
	 


 

	3
	Supervise
Execute with human oversight



	Checklist item
	Note

	☐  I have reviewed all AI-generated content before using or sharing it.
	Never use unreviewed output.

	☐  I have verified key facts, figures, quotes and references against trusted sources.
	AI can hallucinate.

	☐  I have checked the tone aligns with LSE's voice: approachable, insightful and professional.
	 

	☐  I have reviewed the output for any biased, discriminatory or exclusionary language.
	 

	☐  If the output felt inappropriate or incorrect, I did not use it and have considered escalating to my manager.
	 

	☐  I take responsibility for the final content.
	Responsibility cannot be delegated to AI.





	4
	Record
Document and learn



	Checklist item
	Note

	☐  For significant documents, I have noted where AI assistance was used (e.g. in a comment or file note).
	Routine emails: not required.

	☐  I have cited the original source for any facts or statistics, not the AI tool itself.
	 

	☐  For public-facing materials, I have checked LSE guidance on acknowledging AI involvement.
	Add an AI acknowledgment statement: This document was drafted with the assistance of an AI tool and reviewed and edited by [Name/Team].

	☐  If I encountered a serious or unsafe output, I have reported it to my line manager or the SIRO.
	 

	☐  I have reflected on what worked well and what I would do differently next time.
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