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Purpose

The purpose of this policy is to outline the rationale, principles, and guidelines for the
use of Artificial Intelligence (Al) technologies within the Campbell County Public Library
(CCPL). This policy ensures that Al is used ethically, responsibly, and in a manner that
enhances library services while protecting the privacy and rights of library staff and
patrons. It applies to any use of Al tools for the purposes of conducting library
business, whether standalone, integrated into existing software, or included within
contracted services with library vendors.

While patron usage of Al tools on library computers is generally outside of the scope of
this policy, the library recognizes that patrons may encounter various Al products while
using CCPL computers. The library will make every reasonable effort to restrict Al
applications from accessing patron data that the patron has not voluntarily provided or
enabled; this will include disabling such applications when possible. Furthermore,
unless otherwise stated, any Al applications accessed on library computers are not
endorsed by Campbell County Public Library.

Al Use Accountability and Transparency

1. CCPL recognizes that Al tools can enhance productivity but do not replace
professional judgment or decision making. When using Al tools, staff should
recognize the limitations and biases of Al technologies and critically evaluate the
outputs. Staff are responsible for the accuracy and appropriateness of Al-
generated content and will review outputs for accuracy as well as compliance
with organizational mission, values, and policies.

2. CCPL staff use of Al tools should adhere to the library's policies on the protection
of patron privacy, data security, and data storage. As Al models are prone to
instances of data leaks, hacking, and use of data without approval, staff should
never share sensitive information or personally identifiable information (PIl) with
Al models.

3. CCPL staff will use Al technologies that comply with copyright laws and respect



the intellectual property rights of authors, artists, and other creators. Staff are
responsible for reviewing content for violations, and when there is any
reasonable doubt then such content should not be used or distributed. For
further information about Al and the library's collection refer to the Collection
Development Policies.

4. Staff are encouraged to use Al tools only when they provide a substantial value
and should not be used as a replacement for professional expertise.

5. Staff should be mindful of the environmental impact associated with using this
technology and consider whether there is a comparable, more sustainable way of
achieving the same result using their professional skills and knowledge.

Permitted Uses and Tools

Not all Al tools are approved for use in the workplace, and staff should only use Al tools
that have been approved by the Systems Department. A list of approved tools will be
provided by the Systems Department.

The use of Al may not be suitable for all tasks and work functions. This list includes
examples of appropriate situations, tasks, and projects where Al might be leveraged.
The list is not exhaustive. If an unique or new use is identified, staff should request
approval before proceeding. Examples of acceptable use of Al include the following job
functions:

e Generating programming ideas and/or names

e Generating marketing blurbs from existing programming descriptions or library
services details
Generating brainstorming questions, inspirational ideas, or writing prompts
Reviewing existing content for grammar, typos, and clarity
Demonstrating Al technology for the purposes of technology training
Use in transcription and/or translation services

When applicable, disclosure and attribution for use of Al tools for any distributed
communications or in interactions with staff or patrons is required.

Prohibited Uses

The following uses are prohibited for CCPL staff and violation may result in disciplinary
action, including termination of employment:
e Providing any Al models or tools sensitive, in-house use data such as information
on staff, patrons, and CCPL operational information (i.e., financial or PII)



e Production or publication of Al-generated images

e Presenting, publishing, or submitting Al-generated material as entirely CCPL staff
created, or in substitution of CCPL staff completing assigned work using their
own professional skills or judgment

e Using Al tools to provide reference assistance to patrons in place of professional
expertise and library resources

e Using personal accounts or tools for library business to subvert this policy, nor
should Al tools accessed using staff credentials be used for personal purposes

e Using Al to make determinations about patrons, employees, policies, or services
without human oversight and approval

e Using Al in ways that produce biased, discriminatory, misleading, or harmful
content

e Using Al to clone the voice or likeness of any staff member or library board
member for any purpose without explicit written consent

Assessment and Approval

The Systems Department is responsible for reviewing and assessing all Al technologies
for use by library staff. A list of approved tools will be available to staff and routinely
updated. These tools have been vetted to understand how they use data and how they
protect user privacy. The vetting process will identify mitigation strategies to prevent the
exposure of sensitive and confidential data. These strategies may include restricting
use within a vetted system and recommending a different system. The Systems
Department will perform regular evaluations to ensure the integrity and effectiveness of
the current list of approved tools and take requests from staff through the Technology
Staff Use Approval Request form.

Data Protection

Staff must follow the CCPL Data Storage and Cloud Use Policy when using any Al tools,
especially as it concerns sensitive and restricted information. Confidential data such as
human resources and personnel, accounting and financial, patron accounts, or any
documents containing Pl or sensitive information should never be entered into or
processed by Al tools. Staff should never provide direct access to any systems or data
that includes staff or patron information and notify the Systems department if any
currently approved technology would give access through an added Al feature.

When creating accounts with Al tools, staff should use their library-provided email
address, and creation or use of shared logins is prohibited. After account creation, staff



should immediately go to the account settings and opt out of any data learning or
training by the Al model. Staff should select services on free tiers, which may have
usage limitations, including account creation, file formats, or number of prompts and
responses. If these limitations will have a major impact on the productivity of the tool
for staff use, then staff may notify the Systems Department via the approval process for
consideration and review. If the library subscribes to any specific service in the future,
staff needing access will be provided login credentials.

Storage and Compliance

Al-assisted content, drafts, prompts, and related materials may be subject to applicable
public records and open records laws. Staff should allow approved Al tools to track their
history. This history should not be erased or tampered with by staff in the interest of
transparency and compliance with public records and open records request processes.
If an Al tool does not support history tracking or are stored via browser, staff must
export prompts and outputs to store locally as directed by the Systems Department.
Staff may be requested to export their prompt history and outputs where applicable by
the Systems Department for retention if an Al tool is removed from the approved list and
use is discontinued.

All prompts created by staff during work hours, using work technology, or using staff
credentials and all resulting outputs are the sole property of CCPL and are considered
work for hire. The library reserves the right to access and review any prompts or outputs
at all times. Staff should promptly report any suspected misuse, data exposure, or Al-
related concerns to their supervisor or the Systems Department.



