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BOGNOR REGIS TOWN COUNCIL ARTIFICIAL INTELLIGENCE (AI) POLICY
Adopted by the Council at its Meeting held on 7th September 2026







Introduction
Bognor Regis Town Council recognises that Artificial Intelligence (AI) technologies have the potential to improve efficiency, enhance productivity and support the delivery of Council services.
The Council also recognises that AI presents legal, ethical, security and governance risks if used inappropriately.
This policy establishes the principles governing the use of Artificial Intelligence by Councillors and Officers to ensure that AI is used responsibly, transparently and lawfully, whilst maintaining public confidence in the Council's decision-making.
This policy should be read alongside the Council's Data Protection Policy, Information Security Policy, Data Retention Policy and any other relevant governance documentation.

Scope
This policy applies to all Councillors and Officers. You must be familiar with this policy and comply with its terms.
Failure to comply may result in disciplinary action and regulatory consequences for the Council.
It applies whenever Artificial Intelligence systems are used for Council business, whether accessed through Council devices or personal devices authorised for work purposes.

Use of Artificial Intelligence
General Principles
The purpose of this policy is to ensure that Artificial Intelligence (AI) is used safely, ethically, securely, transparently and in compliance with all relevant legislation. AI should enhance the efficiency and effectiveness of Council services whilst supporting, rather than replacing, the professional judgement of Councillors and Officers.
For the purposes of this policy, Artificial Intelligence includes systems capable of generating, analysing or processing text, images, audio, video, software code or other content using machine learning or similar technologies. This includes, but is not limited to, Large Language Models (LLMs) and AI writing assistants, image generators, coding assistants, transcription services, meeting assistants and research tools.
Council decisions remain the responsibility of Councillors and Officers and must never be delegated to an AI system. Users remain accountable for all work produced with AI assistance and are responsible for ensuring that information is accurate, complete, unbiased and appropriate. AI-generated content should always be independently reviewed and must never be treated as an authoritative source without appropriate verification. Where AI has materially contributed to reports, publications or other formal Council documents, users should be prepared to explain how AI has been used if requested.

Permitted Use
Artificial Intelligence may be used to support legitimate Council business, including:
· Drafting reports, agendas, policies and correspondence;
· Summarising documents;
· Proofreading and formatting;
· Undertaking research using publicly available information;
· Generating ideas and first drafts;
· Preparing training material;
· Supporting communications and social media content.

All AI-generated outputs remain subject to human review and approval before being relied upon or published.
Artificial Intelligence must not be used to:
· Make decisions reserved to Councillors or Officers;
· Determine planning, licensing, procurement or employment outcomes;
· Generate misleading, defamatory or discriminatory material;
· Impersonate individuals;
· Circumvent established Council governance procedures;
· Undertake any activity that would be unlawful or contrary to Council policy.

Data Protection, Security and Confidentiality
The use of AI must comply with the UK General Data Protection Regulation (UK GDPR), the Data Protection Act 2018 and the Council's Data Protection Policy.
Personal data and confidential Council information, including staffing matters, legal advice, commercially sensitive information, procurement documentation, financial information, complaints and exempt committee reports must never be disclosed to AI platforms unless expressly authorised.
Whilst using AI, all users must comply with the Council's ICT security requirements.

Intellectual Property and Procurement
Users must consider copyright and intellectual property rights when using AI-generated material and should ensure that any content published or reused can lawfully be used by the Council.
New AI systems must not be introduced without appropriate approval. Before implementation, consideration should be given to information security, privacy, legal compliance and reliability. The Data Protection Officer and/or the Town Clerk should be consulted before attempting to use new AI systems.

Accountability
The Council must always be able to explain and justify decisions regardless of whether AI has been used during their preparation. The use of AI does not transfer responsibility for Council business. Councillors and Officers remain fully accountable for the accuracy, legality and appropriateness of any work produced with AI assistance.

Risk Assessment
Where AI is introduced into a new Council service, business process or system, the Council shall consider any legal, privacy, equality and information security implications before implementation.
This may include:
· Data Protection Impact Assessments;
· Legitimate Interests Assessments;
· Equality Impact Assessments;
· Information Security assessments.

Before attempting to use AI for work-related purposes, users are expected to understand:
· the capabilities of AI;
· its limitations;
· security risks;
· data protection obligations;
· verification requirements.

Who is Responsible for this Policy?
All users must:
· Comply with this policy;
· Exercise professional judgement;
· Verify AI-generated outputs;
· Protect confidential information;
· Report concerns regarding AI use.
The Data Protection Officer shall provide advice regarding data protection implications, review DPIAs where appropriate and support compliance with UK GDPR.
The Town Clerk shall oversee the Council's governance arrangements relating to the use of Artificial Intelligence.

Monitoring
Compliance with this policy will be monitored by the Town Clerk and the Data Protection Officer. The policy will be reviewed periodically, or sooner where legislative, technological or organisational changes make this necessary.
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