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Guideline Purpose and Objective  
The use of generative AI in the learning and study process should be ethical, constructive, and 
promote critical thinking. Below are key principles to guide learners in effectively and responsibly 
using generative AI in their academic endeavours. 
 
1. Adhere to Course Guidelines 
• Follow the specific instructions provided by your trainer about the permissible use of generative 

AI tools during assessments. 
• Ensure that any usage of generative AI aligns with your unit's and Baseline’s policies, including 

appropriate acknowledgment and citation rules. 
• Engaging with generative AI in a manner that contradicts established guidelines may result in 

academic misconduct. 
 
2. Maintain a Record of AI Usage  
• Document each stage of your assignment process by saving copies of drafts before and after 

using generative AI. This will create a transparent record that can facilitate constructive 
discussions with trainers about your work. 

• If possible, retain copies of your interactions with generative AI to provide insight into your 
workflow. 

 
3. Produce Original Work 
• Ensure that your final submissions reflect your unique style and voice; avoid merely copying and 

pasting from AI-generated content. 
• Rephrasing AI-generated text is insufficient; apply your critical thinking and logical reasoning to 

your assignments to demonstrate your understanding and learning. 
 
4.  Critically Evaluate AI-Generated Information  
• Verify the accuracy of the information you receive from generative AI. Recognise its limitations—

including the possibility that the content may be outdated or inaccurate. 
• Always fact-check and cross-verify the outputs from AI tools, and draw your own conclusions 

based on sound reasoning and analysis. 
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5.  Acknowledge Potential Biases 
• Be aware that AI tools may inadvertently reflect commercial or political biases. 
• Employ critical thinking when analysing AI outputs, and ensure you evaluate and contextualise 

the information presented. Cultivate your perspective informed by diverse sources. 
 
6. Upholding Academic Integrity 
All learners at Baseline Training are expected to actively support and promote academic integrity. 
When assessing your use of AI in assignments, consider the following questions: 
 
• Is this assessment task genuinely my intellectual and academic work? 
• Have I adhered to my trainer’s guidelines regarding the use and acknowledgment of AI? 
• Is the work submitted a true reflection of my learning, skills, and abilities? 
 
If you respond "no" to any of these questions, you may be at risk of violating Baseline’s AI rules.  
Inappropriate use or acknowledgment of generative AI constitutes academic misconduct, which is 
viewed as a disciplinary offense. Such actions can undermine the integrity of the academic process 
and provide an unfair advantage. Reference: SS7.7.01 Student Integrity and Misconduct Policy and 
procedure. 
 
7. Practical and effective Use: 

• Clearly understand what you want to achieve before using an AI tool. This will help 
you formulate effective prompts. 

• Think of AI as a brainstorming partner or a first draft generator. It can help you 
overcome writer's block or get started on a task. 

• AI-generated content often needs significant editing for accuracy, clarity, tone, 
and relevance to your specific context. 

•  The quality of AI output depends heavily on the input you provide. Be precise and 
detailed in your instructions. 

•  Different AI models have different strengths and weaknesses. Explore various 
options to find the best tool for your needs. 

•  AI can be particularly helpful for tasks like: 
o Generating ideas and outlines. 
o Drafting initial content (emails, reports, presentations). 
o Summarising information. 
o Finding information and resources. 
o Practicing language skills. 
o Getting explanations of complex concepts. 

• Don't Use AI for Tasks Requiring: 
o Critical Thinking and Analysis 
o Problem-Solving in Real-World Scenarios 
o Tasks Requiring Personal Experience and Judgment 
o Sensitive or Confidential Information 
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8. Safety and Privacy: 
Be Mindful of Data Privacy: Understand how the AI tool uses and stores the data you 

input. Avoid sharing sensitive personal or company information. 
Use Reputable AI Tools: Stick to well-known and established AI platforms with clear 

privacy policies. 
Be Aware of Security Risks: Be cautious of phishing attempts or scams that might 

leverage AI technology. 
 
9. Continuous Learning and Skill Development: 

• Understand the basics of how AI works and its limitations. 

• Learning how to effectively communicate with AI is a valuable skill. 
• AI cannot replicate critical thinking, creativity, empathy, collaboration, and 

problem-solving skills. These are essential for success in any vocational field. 
• The landscape of AI is constantly changing. Be prepared to adapt your skills and 

approaches. 
 

10. Guideline for Permitted AI Use 
If the use of AI is permitted in your assessments: 
 
• You must properly acknowledge or reference any AI tools as instructed by your trainer. 
• Be aware of AI's limitations and diligently check the accuracy of any facts, references, quotes, or 

edits it produces. 
 
Ai is a powerful tool that can enhance your vocational training.  However, it’s crucial to use it 
responsibly, ethically, and strategically.  By understanding its capabilities and limitation, and focusing 
on developing your own skills, you can leverage AI to become a more effective and successful 
professional in your chosen field. 
 
When using AI in your assessments, you retain responsibility for your learning and the integrity of the 
work you submit. 
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