
 

AI Policy Quick Guide 

Artificial Intelligence (AI) tools can be valuable for learning, communication, and accessibility—when used 
responsibly. The goal is to help students think critically, write ethically, and learn authentically. 

 

✅ How Students Can Use AI (the Right Way) 

Students are welcome to use AI tools if they follow these rules and ensure their work reflects their own critical 
thinking and analysis: 

1.​ Be transparent:​
 If students use AI to help with assignments, they must disclose it. Follow APA citation guidelines to 
give credit where it is due. 

2.​ Follow university guidelines:​
 Use the guidelines in this document to avoid AI high-use alerts. 

3.​ Use AI as a preliminary tool:​
 It is acceptable to use AI for: 

○​ Brainstorming ideas 
○​ Indicating grammar improvements in conjunction with the Writing Center 
○​ Explaining complex concepts for student learning or knowledge 

4.​ Double-check everything:​
 Students are personally responsible for what they submit. Make sure AI-generated content is accurate. 
Do not rely on it blindly. 

The responsible use of Artificial Intelligence (AI) tools is allowed to support learning, communication, 
and accessibility as directed in the course syllabus—any exceptions will be identified in a student’s 
accommodations letter. (Westcliff University AI Use Policy 9/25) 

 

🚫 What Not to Do 

●​ Do not submit AI-generated writing as your own. 
●​ Do not use AI to complete assignments without disclosure. 
●​ Do not rely on AI for research synthesis or scholarly analysis. 
●​ Do not use unauthorized AI tools during exams or assessments. 

 



 
🪶 Citation Reminder 

When citing generative AI, follow the official APA Style guidance: 

Reference list entry: 

AI Company Name. (year, month day). Title of chat in italics [Description, such as Generative AI 
chat]. Tool Name/Model. URL of the chat 

Parenthetical citation: (AI Company Name, year)​
 Narrative citation: AI Company Name (year) 

Example: 

OpenAI. (2025, October 28). Response about AI in healthcare ethics [Generative AI chat]. 
ChatGPT (GPT-5). https://chat.openai.com/ 

APA’s full guidance can be found here: 

👉 How to cite ChatGPT (APA Style Blog) 

 

🗣️ Sample AI-Use Disclosure Statement 

At the end of any assignment in which AI tools were used, include a brief disclosure such as: 

AI Use Disclosure:​
Portions of this assignment were developed with the assistance of [AI tool name, model, 
and company] for [brief description of purpose, such as brainstorming or grammar 
clarification]. All ideas, analysis, and final writing are my own, and I have verified the 
accuracy and originality of all content. 

 

🏫 Need Help? 

●​ Writing Center (WC): Get support revising and editing AI-assisted drafts. 
●​ Doctoral Writing Center (DWC): Guidance for doctoral-level writing. 
●​ Faculty Office Hours: Discuss ethical use of AI in your coursework with your professor. 

 
 

https://chat.openai.com/
https://apastyle.apa.org/blog/cite-generative-ai-references
https://writingcenter.westcliff.edu/writing-center/submit/
https://writingcenter.westcliff.edu/doctoral-writing-center/

	AI Policy Quick Guide 
	✅ How Students Can Use AI (the Right Way) 
	🚫 What Not to Do 
	🪶 Citation Reminder 
	🗣️ Sample AI-Use Disclosure Statement 
	At the end of any assignment in which AI tools were used, include a brief disclosure such as: 
	AI Use Disclosure:​Portions of this assignment were developed with the assistance of [AI tool name, model, and company] for [brief description of purpose, such as brainstorming or grammar clarification]. All ideas, analysis, and final writing are my own, and I have verified the accuracy and originality of all content. 
	🏫 Need Help? 

