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What is Generative Al?

Software that creates new content (text, images, code etc)
based on instructions.

_ Copilot
—> [,
lprompt] B NotebookLM...etc

I

This can be text, data, image, code, etc.
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Using Al Responsibly

Review the following University policies, guidelines, and resources that
will help you ensure you are using Al responsibly.

1 Use University-approved tools that provide data
protections.

\\\/"

Follow University procurement guidelines including
2 Software & IT-Related Requests process for Al software for
. individuals and departments.

3 Follow University data retention policies.



https://oneit.charlotte.edu/innovation/artificial-intelligence/ai-software-guidance/
https://app.smartsheet.com/b/form/fe334e7f5c894c66b6dc07708d2c9ea3
https://legal.charlotte.edu/policies/up-605-3/
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Common Questions

* Can we upload transcript/student record info to AI?

* Is Zoom Al Companion FERPA-compliant?

* Can we use Zoom Al Companion when advising students?
* Can we ban student use of certain Al tools?

* Can we use Al plagiarism detection tools?

 What do we do when we suspect a student has used Al to
complete an assignment or exam?
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Al Software Guidance

Provides guidance on using campus-wide, specialized, and popular Al software with university
data

@® Green indicates the software is approved for use; a campus agreement is in place with
approved data security and privacy policies.

O Yellow indicates use with caution; a campus-wide agreement is NOT in place. Even if
the software is on this list, new users must submit the Software & IT-Related Request

Form through Purchasing.
® Red indicates do not use. No agreement is in place to protect university data.

Users of all non-campus-wide software, including free and research-related requests, must
submit the Software & I'T-Related Request Form.



https://oneit.charlotte.edu/ai-software-guidance/
https://app.smartsheet.com/b/form/fe334e7f5c894c66b6dc07708d2c9ea3
https://app.smartsheet.com/b/form/fe334e7f5c894c66b6dc07708d2c9ea3
https://app.smartsheet.com/b/form/fe334e7f5c894c66b6dc07708d2c9ea3
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Generative Al Tools at Charlotte

For a full list of supported tools, please review the OnelT Al Software Guidance page.

Text-based tool for generating content

‘ Microsoft Copilot via @charlotte.edu
Copilot FAQs

Google Gemini via @charlotte.edu

Text-based tool for generating content
Gemini FAQs

NotebookLM via @charlotte.edu
Used for research and document analysis

NotebookLLM FAQs

Do not use unsupported tools

Free tools such as ChatGPT are not
supported. The University does not have a
campus-wide agreement in place.

Follow the Software & IT-Related

Request process to request software that
is not on the approved list.

Adobe Firefly via @charlotte.edu
Used to create images

Firefly FAQs


https://oneit.charlotte.edu/ai-software-guidance/
https://services.help.charlotte.edu/TDClient/33/Portal/KB/?CategoryID=598
https://services.help.charlotte.edu/TDClient/33/Portal/KB/?CategoryID=572&SIDs=37
https://services.help.charlotte.edu/TDClient/33/Portal/KB/?CategoryID=593&SIDs=38
https://app.smartsheet.com/b/form/fe334e7f5c894c66b6dc07708d2c9ea3
https://app.smartsheet.com/b/form/fe334e7f5c894c66b6dc07708d2c9ea3
https://services.help.charlotte.edu/TDClient/33/Portal/KB/?CategoryID=595

UNIVERSITY OF NORTH CAROLINA

Be Transparent When Using Al

Be mindful when using Al that can impact decisions, have ethical
or legal ramifications, or infringe on the privacy of others.

Notify meeting participants if Al tools
are being used in your meetings

Acknowledge and document if Al tools
are used to aid in writing and research

Transparency
with Al use

Inform stakeholders if Al tools are used to
help draft documentation, policy, etc.

Cite Al tools that are used in the
creation of content
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Ethics & Privacy

e Use campus-wide (enterprise) tools, since they
provide data protection

® You are responsible for content!

e Don't use non-enterprise tools with FERPA or
HIPAA data (Level 2 data)

e Don't use any Al tools for highly restricted Level 3
data (Social Security Numbers, payment card
numbers, medical records, restricted information
protected by nondisclosure agreements, restricted
research data)

Data Classification

e Be alert for bias and inaccuracies Level 0 = Public
Level 1 = Internal

Level 2 = Confidential /Sensitive
Level 3 =Highly Restricted


https://oneit.charlotte.edu/resources/standards-guidelines/standard-for-information-classification/guideline-for-data-handling/
https://oneit.charlotte.edu/resources/standards-guidelines/standard-for-information-classification/guideline-for-data-handling/
https://oneit.charlotte.edu/resources/standards-guidelines/standard-for-information-classification/guideline-for-data-handling/
https://oneit.charlotte.edu/resources/standards-guidelines/standard-for-information-classification/guideline-for-data-handling/
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Al Security ChecKlist

Protect UNC Charlotte’s confidential information
and your own. Do not enter confidential or legally
restricted data or any data that Charlotte’s data
classification policy identifies as level 3 into an Al tool.

If you don't use campus tools, assume all
information shared will be made public. Treat all
information shared through an Al tool as though it will
become public. Do not share information that is
personal or sensitive, and be mindful that the

information you input into an Al tool may be retained by :

the vendor.

]

Use enterprise campus-wide tools whenever
possible. Use solutions that have been reviewed and
approved by the University whenever possible.

Follow all procurement guidelines when purchasing
or using free tools. All Al purchases, including
enhancements to existing licenses, must follow UNC
Charlotte’s established purchasing procedures.

Be alert for bias and inaccuracy. Al-generated
responses can be biased, inaccurate, inappropriate, or
may contain unauthorized copyrighted information. We
are each responsible for the content of our work product.
Continually review and verify outputs generated by Al
tools to ensure accuracy.



UNIVERSITY OF NORTH CAROLINA

CHARLOTTE

Al Policies and Guidelines

* No official University Policies around the use of Al

* Al addressed in some subject-specific standards, guidance,

and policies (see Al Resources)

* To use Al responsibly pay attention to:

Al Guiding Principles (The “Why”)

Suggested Syllabus Policies & Notices: Policies Related to Academic
Integrity > Policies on the use of generative artificial intelligence
Student Accountability & Conflict Resolution — Al Guidance: Related to
setting expectations for and transparency in the use of Al

Standard for Zoom Al Companion

Al Security Checklist

Guideline for Data Handling (Data classification levels)

Al Software Guidance

Software & ['T-Related Requests

University Data Retention Policies



https://ai.charlotte.edu/resources/
https://oneit.charlotte.edu/guiding-principles/
https://legal.charlotte.edu/legal-topics/classroom-policies-and-practices/suggested-syllabus-policies-notices/#academicintegrity
https://accountability.charlotte.edu/artificial-intelligence/
https://oneit.charlotte.edu/resources/standards-guidelines/standard-for-zoom-ai-companion/
https://accountability.charlotte.edu/artificial-intelligence/
https://oneit.charlotte.edu/iso/guideline-data-handling
https://oneit.charlotte.edu/ai-software-guidance/
https://app.smartsheet.com/b/form/fe334e7f5c894c66b6dc07708d2c9ea3
https://legal.charlotte.edu/policies/up-605-3/
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Zoom Al Companion

Standard for Zoom Al Companion - Establishes requirements to protect
individual and University information resources

Zoom

e Privacy & Security Al Companion |/
e Summaries/recordings are subject to public records requests and discovery during [} :
litigation

e Do notrecord meetings where any private or sensitive information (Level 2 or
Level 3 data) is shared or discussed (Guideline for Data Handling)
e Recordings stored in cloud for 30 days; can download to your computer, but:
Do not save it to your computer if it inadvertently includes Level 2 or Level 3
data (Guideline for Data Handling)
e Be mindful of records retention requirements

e Best Practices & Awareness
* Consent: Host should notify attendees at start; if there are objections, do not
record
 Power Dynamics: e.g., department head recording meeting with employees
* Academic freedom
e Chilling speech


https://oneit.charlotte.edu/resources/standards-guidelines/standard-for-zoom-ai-companion/
https://legal.charlotte.edu/legal-topics/public-records-public-bodies-open-meetings/
https://oneit.charlotte.edu/iso/guideline-data-handling
https://oneit.charlotte.edu/iso/guideline-data-handling
https://legal.charlotte.edu/legal-topics/records-retention-disposition/
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Al and Academic Integrity

Student Accountability & Conflict Resolution - Al Guidance

» Setting expectations for use of Al
* Focus on the behaviors and practices that may be problematic for learning and

academic integrity.
* This approach helps students understand why certain uses are inappropriate
and helps instructors remain adaptable as new technologies emerge.

* Policies that focus on student responsibility for thinking and writing communicate
expectations more clearly and hold up better over time than banning specific Al
tools.

* Encouraging transparency in the use of Al (both students and faculty)

* Includes sample disclosure language to account for how Al is used


https://accountability.charlotte.edu/artificial-intelligence/
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Al and Academic Integrity

Use of Al addressed in Code of Student Academic Integrity prohibited
behaviors

Cheating: Use of Unauthorized Materials — using materials or equipment in connection with an
assignment, examination, or other academic exercise which have not been authorized by the faculty
member, including but not limited to, notes, calculator, websites, Artificial Intelligence and/or other
technology;

Plagiarism: Inadequate/Uncited Paraphrasing - Failure to cite the rewording of another person’s original
text, and/or presenting another person’s concepts or ideas as one’s own without proper attribution. This
can include, but is not limited to, changing only a few words or altering the sentence structure from the
original source and/or using Artificial Intelligence without citation.

Plagiarism: Failing to properly acknowledge a source - Giving incorrect and/or not including information
about a source in accordance with the citation style. This may include, but is not limited to, missing in-text
citations, missing or omitted sources, and/or using text generated by Artificial Intelligence without
attribution.


https://legal.charlotte.edu/policies/up-407/#c6
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Suggested Syllabus g

Home | Legal Topics f Classroom Policies and Practices ‘!' Sugg d Syllabus Policies & Notices

Suggested Syllabus Policies & Notices

Suggested policies include guidance Policies Related to Academic Integrity
regarding Al use in teaching and learning,
specifically related to academic integrity.

To address academic integrity violations, including plagiarism

_ To distinguish violations of syllabus policies from academic
See: integrity violations

legal.charlotte.edu/legal-topics/classroo
m-policies-and-practices /suggested-svlla - Policies on the use of generative artificial intelligence (Al)
bus-policies-notices/#academicintegrity

To prohibit the use of unauthorized materials (CourseHero,
Cheggq, etc.)

To notify students about instructor use of plagiarism or Al
detection tools


https://legal.charlotte.edu/legal-topics/classroom-policies-and-practices/suggested-syllabus-policies-notices/#academicintegrity
https://legal.charlotte.edu/legal-topics/classroom-policies-and-practices/suggested-syllabus-policies-notices/#academicintegrity
https://legal.charlotte.edu/legal-topics/classroom-policies-and-practices/suggested-syllabus-policies-notices/#academicintegrity
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Suggested Syllabus
Policies

Policies on student use of generative Al

e As abest practice, faculty members
should notify students how and when
generative Al tools (such as ChatGPT,
Gemini, etc.) may be used in their
assignments, exams, and other course
work.

e Suggested syllabus policies may be
used or adapted, depending on the
level of generative Al use the faculty
member wants to permit.

Syllabus Policy Option 1: Permitting generative Al use in
all assignments, with the requirement that students
disclose any Al assistance.

Syllabus Policy Option 2: Permitting generative Al use in
specific designated assignments, but not all. Students
must disclose any Al assistance. Faculty members should
specifically indicate on each assignment whether
generative Al is permitted, and the way in which it may
be used.

See suggested syllabus language at:
legal.charlotte.edu/legal-topics/classroom-policies-and-practic
es/suggested-syllabus-policies-notices/#academicintegrity



https://legal.charlotte.edu/legal-topics/classroom-policies-and-practices/suggested-syllabus-policies-notices/#academicintegrity
https://legal.charlotte.edu/legal-topics/classroom-policies-and-practices/suggested-syllabus-policies-notices/#academicintegrity
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Suggested Syllabus Policies

e Both free and paid products available on the market are

Using a plagiarism or Al detection tool prone to error and do not meet reliability standards.

in your class e Al detection tools do not sufficiently ensure the privacy of

: : any data or content that is input into them.
e (Generative Al detection tools (such as y P

ZeroGPT, etc.) are designated as DO e Such tools should not be relied on as presumptive of the use
NOT USE by OnelT of generative Al in completing an assignment
e [fan instructor chooses to use a e (Consent form is necessary because both copyright rights

and FERPA rights of students may be violated by disclosure
and use of their works by submitting them to plagiarism
detection services or Al detection tools.

generative Al detection tool against
University recommendations, it is
important to obtain signed consent

from each student.
See suggested syllabus language at:

legal.charlotte.edu/legal-topics/classroom-policies-and-practices/s
uggested-syllabus-policies-notices/#academicintegrity


https://oneit.charlotte.edu/ai-software-guidance/
https://oneit.charlotte.edu/ai-software-guidance/
https://legal.charlotte.edu/wp-content/uploads/2025/08/CopyrightPermission-FERPA-Consent-Plagiarism-Generative-AI.pdf
https://legal.charlotte.edu/wp-content/uploads/2025/08/CopyrightPermission-FERPA-Consent-Plagiarism-Generative-AI.pdf
https://legal.charlotte.edu/legal-topics/classroom-policies-and-practices/suggested-syllabus-policies-notices/#academicintegrity
https://legal.charlotte.edu/legal-topics/classroom-policies-and-practices/suggested-syllabus-policies-notices/#academicintegrity

| Using Al in the Workplace
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Al as an Assistant

e Drafting email

e Note taking

e Creating reports

e Onboarding new students

o Editing and proofreading

o Peerreview

o Generating content for newsletters
e Data cleanup

e Trend analysis
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Writing Effective Prompts

CONTEXT EXPECTATIONS SOURCE

What do you want Why do you need it and How should Copilot What information or
from Copilot? who is involved? respond to best sample_s do you want
fulfill your request? Copilot to use?

“..for an upcoming

“l want a list of 3-5 meeting with [client], “Respond with a tone “..._and focus on email
bullet points to focusing on their current that is friendly but with [people] over the
prepare me...” state and what they’re authoritative...” last two weeks”

\ / \looking to achieve.” / \ / \ /

Image courtesy of Educate 360
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Recommendation Letter

To the Admissions Committee,

| am pleased to recommend [Student Name], an undergraduate senior graduating with a
BS in Artificial Intelligence, for admission to your MS in Artificial Intelligence program. |
taught [Student Name] in my Artificial Intelligence and Ethics course, where they
performed at an exceptional level.

[Student Name] demonstrated a strong command of core Al concepts while also engaging
thoughtfully with the ethical and societal implications of intelligent systems. Their work
consistently reflected clear reasoning, intellectual curiosity, and an ability to connect
technical ideas with real-world responsibility. In class discussions and written assignments,
they stood out for their insight, clarity, and depth of analysis.

[Student Name] is a highly motivated and capable student who responds well to feedback
and maintains high standards for their work. | am confident they are well prepared for the
rigor of graduate study and will be a valuable contributor to your program. | recommend
[Student Name] without reservation. Please feel free to contact me if additional information
is needed.

Sincerely,

[Your Name]

[Title / Department / University]

prompt: [ am a faculty member
and have been asked to write a
letter of recommendation for grad
school for my student who is getting
a BS in artificial intelligence

O Pro Tip: You can create a
-~ Google Gem or Copilot Agent
with these instructions to
help you do this.



https://gemini.google.com/gem/12qOasNVq2eAbkLlFc9WcAjCYkXodZZ6R?usp=sharing
https://docs.google.com/document/d/1WSL7mqTEJ8-cGfftwOFAV88TK5iYH-kF-mhrXFHAyn0/edit?tab=t.0#heading=h.9wl4p27yxoe2
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prompt: [ work as an admin in higher
education. Everyone is saying I should learn

Summarizing Info about genai. Why? How can it/you help me?

GenAl for Higher Ed Administration

WHY HOW IT HELPS:

THE ADMIN TASKS PEER-TO-PEER
PUSH? REALITY CHECK

Summaries can be m—
useful, but always = e 507
verify /proofread! - Dm

(note the mistakes) Oty Deiins Oe

254-117420-2025
Inform Strategy
Meeting Tr

FERPA/Privacy: Ii
No Senstive Data in
Putic Took
» Spreessheet Magic: R ;

Parate) Formulas & Trends The [Hallucation™

. fent g No Senstive Factor:

ll: 'E;JI st Support '@. Always Verify Output
Accessibility: » FAQ Automation

| simplifty Simpify | » Event Planning;:

Policies, Aid Students * Project Timelines

]
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Need: Help new students get started using Al at UNC Charlotte. Note: The
Notebook is populated with resources from this presentation and
ai.charlotte.edu.

NotebookLM

@ DEMO: Student Resources - Getting Started with Al 2 shares & Share @8 Settings

|

Sources in} Chat 3= Studio

& ’ .. ® EIN0D 22 The Niner's Guide to Al

ui]

Q

Q  Search the web for new sources : = “ 84 @ 7 2 2
DEMO: Student Resources - Getting Started with Al Flshears iz s @ER TN — =1 @ T3e
(R - S
@Web v C¢ FastResearch v > i sources = - N A7=O\ &
i (G
i , 0@ , ® 7 °
The Student Guide to Artificial Intelligence (2025) serves as a comprehensive manual for navigating the Infographic Siide Deck Data Table
Select all sources %
integration of generative Al within higher education and professional environments. Published by Elon
B -4 Software Guidance - Gffice of OneiT = University and the AAC&U, the document emphasizes that while Al is becoming a ubiquitous tool for research, °
writing, and data analysis, it should supplement rather than replace authentic human thinking. It outlines & The Niner's Guide to Al D
B 14 sources - 2d ago -
B Al courses and tools from Google - Grow with Google =2 critical strategies for ic integrity, highlighting the necessity of transparent e ’
attribution and adherence to instructor policies to avoid cheating. Furthermore, the guide advises students on
D Artificial Intelligence - Student Accountability & Conflict Resol.. v/ developing Al literacy and ethical awareness to remain competitive in a shifting job market. By encouraging the i piveld Accideatsl Cheating With Al <~ 2]
Brief - 14 so 2d ago -
creation of Al-assisted portfolios, the text prepares learners to balance technological proficiency with uniquely * o
ED Coursera Career Academy | Career Center % human capabilities. 3
Policy Quiz :
14 sourc ago .
ED Generative Al & Writing - Writing Resources Center v B savetonote O G
S Picities - B oG & [ UNCCharlotte Al Software Governance and Data... §
uiding Principles - Office of Onel S H
What are the approved Al tools at UNC Charlotte?
B0 Guiding Principles - Office of OnelT 2 PP )
B The UNC Charlotte Framework for Academic Al Integrity i
ED Resources - Artificial Intelligence at Charlotte % How can Al enhance my writing and career branding?
BT Retention, Disposition, and Security of University Records - O... / What are the university's academic integrity rules for Al?
ED standard for Zoom Al Companion - Office of OnelT v
i Tuesday, February 17
ED Students - Artificial Intelligence at Charlotte v
ED suggested Syllabus Policies & Notices - Office of Legal Affairs o/ How can | ethically use Al as a tutoring partner?
Using A.l. Effectively | Career Cente S < o 0
- nJ el | Gorecr Genter ~ To ethically use Al as a tutoring partner, you must prioritize transparency, active engagement, and critical
9 parency, gag
verification while ensuring you remain the primary author of your own learning 1 Using Al in this way
Z] i.orgiwp 2025/03/Stu... /'

is often described as the Al-Human Loop, which emphasizes a blend of human interaction with automated
systems to enhance rather than replace your understanding 1

1. Establish Permission and Boundaries

Before using any Al tool, you must check your instructor’s course policies 1 ... . Permission s the first
step toward ethical use; if an instructor prohibits Al for a specific assignment, using it would be a violation of
academic ntegrity s 6 . If policies are ambiguous, you should ask your professor directly for
clarification 2 5.

2. Engage in Effective "Tutor Partner" Tasks

notebooklm.google.com with @charlotte credentials


https://docs.google.com/file/d/1ah-ZGceLOPsghI188F-ESU4XvG06_BiV/preview

Closing Thoughts
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Not one Al policy but
helpful guidance

You are responsible
for deciding if/when
to use Al

Use campus tools for
data protection

Start small

Always verify for
accuracy



Use Al as a copilot not autopilot.




Thank you!

Amy Kelso
amy.kelso@charlotte.edu

Kaela Lindquist
K.Lindquist@charlotte.edu

Beth Rugg
beth.rugg@charlotte.edu

UNIVERSITY OF NORTH CAROLINA
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Resources

e UNC Charlotte Al web page
* (OnelT Al web page

» Al Software Guidance
* Al Security Checklist
» Suggested Syllabus Policies (related to the use of generative Al)

* Code of Student Academic Integrity (related to cheating and plagiarism with Al)

* Guideline for Data Handling (Data classification levels)

* OnelT Workshops
 CTL workshops
e Generative Al Usage Guidelines at UNC Charlotte (online course)

* Getting Started with Prompts for Generative Al at UNC Charlotte (online course)

* Training Resources FAQ

 IT Software & related request process

« Higher Ed Prompt Examples (generated by Copilot)



http://ai.charlotte.edu
https://oneit.charlotte.edu/innovation/artificial-intelligence/
https://oneit.charlotte.edu/ai-software-guidance/
https://oneit.charlotte.edu/security-checklist/
http://legal.charlotte.edu/legal-topics/classroom-policies-and-practices/suggested-syllabus-policies-notices/#academicintegrity
https://legal.charlotte.edu/policies/up-407/#c6
https://oneit.charlotte.edu/iso/guideline-data-handling
https://oneit.charlotte.edu/resources/events/
https://teaching.charlotte.edu/events/
https://charlotte.csod.com/ui/lms-learning-details/app/course/6d02fc83-599c-4b7d-8aaa-9ab444ad7c7f
https://charlotte.csod.com/ui/lms-learning-details/app/course/82ac0262-008f-4348-82e1-89b6b4f783c8
https://services.help.charlotte.edu/TDClient/33/Portal/KB/ArticleDet?ID=4213
https://app.smartsheet.com/b/form/fe334e7f5c894c66b6dc07708d2c9ea3
https://docs.google.com/document/d/1YYvLKY1ViXoLiZOFGE-FRx7cCpShAKw7/edit
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Accessing Some Popular Al Tools on Campus

_ Copilot and Gemini NotebookLM Zoom Al Companion

Go to:
firefly.adobe.com
or via Adobe
Creative Cloud

Copilot:
copilot.charlotte.edu

Gemini:
gemini.gooqgle.com

Go to:
https://Inotebookim.

qgoodle.com/

Access via:
Zoom Meeting

Sign in using your
ninernet@charlotte.edu
email.

Or, within Adobe Creative
Cloud, look for Firefly and
Generative Al.

Sign in using your
ninernet@charlotte.edu
account to access Copilot

with Data Protection

Sign in using your
ninernet@charlotte.edu
account to access

Meeting hosts can turn on

Zoom Al Companion using

the Al Companion button
in the meeting toolbar.

Review the Standard for
Zoom Al Companion



https://firefly.adobe.com/
https://notebooklm.google.com/
https://notebooklm.google.com/
https://copilot.microsoft.com/
http://gemini.google.com/
https://oneit.charlotte.edu/zoom-ai-companion/
https://oneit.charlotte.edu/zoom-ai-companion/

