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1. Introduction 

1.1 This Artificial Intelligence (AI) Policy sets out how Berkswich Parish Council 

will use AI technologies in a responsible, transparent and lawful manner. 

1.2 The purpose of this policy is to ensure that AI is used to support the efficient 

operation of the Council while maintaining strong human oversight, 

protecting personal data and upholding public trust. 

1.3 This policy applies to all councillors, the Clerk/RFO, contractors and 

volunteers acting on behalf of the Council. 

 

2. Definitions 

For the purposes of this policy: 

• Artificial Intelligence (AI): Software systems capable of generating text, 

images, analysis or recommendations based on data patterns. 

• Generative AI: AI tools that create new content such as text, images or 

summaries. 

• Personal Data: Information relating to an identifiable individual, as defined 

by the UK GDPR and Data Protection Act 2018. 

• AI Output: Any content produced by an AI tool, including drafts, summaries, 

images or analysis. 

• Human Oversight: Mandatory review and approval by a councillor or the 

Clerk/RFO before any AI-generated content is used. 

 

3. Policy Statement 

3.1 Berkswich Parish Council will use AI to improve efficiency, accuracy and 

accessibility of council operations while ensuring that all decisions remain 

human-led. 

3.2 AI will not replace human judgement, democratic decision-making or 

statutory responsibilities. 

3.3 The Council will adopt a cautious, proportionate approach to AI use, 

appropriate to the scale and nature of a parish authority. 

 

  



4. Principles for Responsible AI Use 

4.1 Human Oversight 

a) AI outputs must always be reviewed by the Clerk/RFO or a councillor. 

b) AI must not be used to make autonomous decisions. 

c) Councillors remain accountable for all decisions and published materials. 

4.2 Transparency 

a) Where AI has been used to generate or support public documents, this 

should be noted where appropriate. 

b) Residents will be informed about the Council’s use of AI through a public 

summary of this policy. 

4.3 Data Protection and GDPR 

a) Personal data must not be entered into AI tools unless:  

i. the tool is demonstrably GDPR-compliant, 

ii. a lawful basis exists and 

iii. risks have been assessed. 

b) Sensitive or special category data must never be processed by AI. 

c) AI use must comply with the UK GDPR, Data Protection Act 2018 and the 

Council’s Data Protection Policy. 

4.4 Accuracy and Reliability 

a) AI outputs must be checked for factual accuracy, relevance and 

appropriateness. 

b) AI must not be used as a sole source of legal, financial or regulatory advice. 

4.5 Value for Money 

a) Free or low-cost AI tools will be prioritised subject to their satisfying the tests 

for accuracy and transparency set out in this policy. 

b) Any paid AI tools must be approved by the Council and demonstrate clear 

benefit. 

 

5. Approved Uses of AI 

The following uses are permitted, subject to human oversight: 

5.1 Administrative Support 

a) Drafting agendas, minutes, reports, letters and notices 

b) Summarising long documents 

c) Formatting documents for publication 



d) Creating templates and standardised forms 

5.2 Finance and Asset Management 

a) Budget modelling and forecasting 

b) Analysing expenditure trends 

c) Drafting grant applications 

d) Categorising assets for insurance purposes 

e) Producing summaries of the asset register 

5.3 Community Engagement 

a) Drafting website content and social media posts 

b) Creating posters, flyers and visual materials 

c) Producing accessible versions of documents 

d) Analysing consultation responses 

5.4 Planning and Environment 

a) Summarising planning applications 

b) Extracting key points from technical reports 

c) Assisting in drafting consultation responses 

d) Supporting mapping and visualisation tasks 

5.5 Governance and Policy 

a) Drafting and updating policies 

b) Identifying compliance gaps 

c) Producing briefing notes for councillors 

d) Supporting risk assessments 

 

6. Prohibited Uses of AI 

AI must not be used for: 

a) Processing personal or sensitive data without explicit approval and a Data 

Protection Impact Assessment (DPIA) 

b) Making decisions that affect individuals or residents 

c) Interpreting legislation or providing legal advice 

d) Replacing statutory duties of the Clerk/RFO 

e) Any activity that risks bias, discrimination or reputational harm 

f) Automated decision-making in any form 

 



7. Governance and Responsibilities 

7.1 Clerk/RFO 

a) Oversees day-to-day use of AI 

b) Ensures compliance with this policy 

c) Maintains an AI usage log 

d) Conducts DPIAs where required 

e) Reports annually to the Council on AI use and benefits 

7.2  Councillors 

a) Review AI-generated content before publication 

b) Ensure decisions remain human-led 

c) Approve new AI tools or changes to this policy 

7.3  Contractors and Volunteers 

a) Must comply with this policy when acting on behalf of the Council 

b) Must not use AI tools without Clerk/RFO approval 

8.  Risk Management 

The Council recognises the following risks and will mitigate them accordingly: 

Risk Mitigation 

Inaccurate or misleading AI output Mandatory human review 

GDPR breach No personal data entered; DPIAs for new tools 

Over-reliance on AI Training emphasises human judgement 

Public concern or misunderstanding Transparent communication 

Financial risk Annual review of AI tools and costs 

 

9.  Training and Support 

9.1 The Council will provide basic AI training for councillors and the Clerk/RFO. 

9.2 Guidance documents, example prompts and best-practice notes will be 

maintained. 

10.  Monitoring and Review 

10.1 This policy will be reviewed annually at the Annual Meeting of the Council or 

sooner if required by legislative change. 

10.2 The Clerk/RFO will maintain an AI usage log for the Council. 

10.3 Updates to this policy must be approved by full Council. 


