BAY COUNTY LIBRARY SYSTEM
AI Policy

The purpose of this policy is to guide the ethical and responsible use and sharing of data within the Bay County Library System in regards to Artificial Intelligence use. This policy applies to all employees. 
AI tools currently authorized for use by BCLS are ChatGPT, Google Gemini, the licensed versions of Microsoft Copilot for BCLS, Canva AI for BCLS, and Adobe Firefly for BCLS. Other tools may be added to the authorized list upon discussion with the Director and IT Supervisor.
Only public data may be input into any authorized AI tool. 
Public data includes, but is not limited to: any documents created for public view, such as publicity fliers and descriptions of programs, annual reports, book lists, press releases, public policies.  
Sensitive data includes, but is not limited to: employee or patron names or other personally identifying information, library circulation information, financials, legal contracts, or login credentials. These types of data are not allowed to be input into an AI tool.
Authorized AI tools may be used for the following purposes:
· Generating drafts for emails, reports, or summaries.
· Assisting with data analysis, visualizations, or routine administrative tasks.
· Brainstorming ideas and developing initial outlines for projects or communications.
All content generated by AI must be reviewed and fact-checked for accuracy before being used by BCLS staff. Any images created solely with AI must be identified as such.

 




[bookmark: _GoBack]Board Approved 5/28/25
Updated 5/27/26
