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Purpose/Objective

The purpose of this document is to set forth guidelines and procedures for ethical and legal use
of generative Artificial Intelligence (AI) technologies within the organization. These guidelines
ensure that AI system usage adheres to ethical standards, data privacy, content ownership, and
academic integrity. The document serves as a foundational framework to promote responsible
Al practices that are valid, secure, reliable, ethical, fair, transparent, and accountable.

Scope

This guideline is meant for all employees, contractors, consultants, vendors, faculty, and
students working with Ohio State University Extension. It covers Al technologies used for any
organizational purpose, including decision-making, content generation, and other mission-
critical activities.

Internal Use: For Extension employees

e Platform users: These individuals only engage in Al-related institutionally approved
platforms for education and research.

e Researcher and developer users: These individuals perform Al research or develop Al
platforms/bots.

e Expert Users: These individuals have expertise in technology and assist with the
identification of platforms, safer usage, and maintenance of Al platforms within their
institutions.

External Use: For Key stakeholders, volunteers, audience, collaborators, partners, and
contractors. These are non-Extension agencies/individuals who are affiliated and who have
access to institutional Al technologies.

Definitions

e Artificial Intelligence (AI): simulation of human intelligence in machines that are
programmed to think and act like humans, enabling them to perform tasks that
typically require human intelligence, such as learning, problem-solving, and decision-
making.

e Generative AlI: Al techniques that generate new data (e.g., text, images, video) using
trained models and external inputs as prompts.



e Al Use Case: Any application or use of Al that enhances decision-making, improves
mission execution, or provides public benefits.

e Al Ethics: A set of principles guiding the moral conduct in AI technology development
and usage.

e Al Governance Framework: A structured approach to overseeing Al systems, ensuring
transparency, accountability, and alignment with ethical and legal standards.

e Al Audit: A review process to ensure Al systems comply with regulations, standards,
and ethical practices.

e Al Policy: Laws, regulations, guidelines, and standards governing AI usage.

e Machine Learning (ML): The part of Al studying how computer agents can improve
their perception, knowledge, thinking, or actions based on experience or data.

e Human in the Loop (HITL): HITL is a branch of AI that relies on both human and

machine intelligence in the creation of machine learning models.

Capabilities and Limitations of Al for Extension

AT has the capabilities to support Extension work in a variety of ways. In short, each person
using Al needs to do so in a responsible manner. When generating Extension educational or
research content, it is known there is a difference between authoring and communicating
which applies to those using Al in their Extension work. Individual work makes the content
unique, meaningful, and should not be replaced. When communicating, we must ensure data
are accurate, trustworthy, and from legitimate science/research-based sources. When
authoring, we must acknowledge any Al use noting how it was deployed. AI should be used to
support your work, not replace your work. Further, when providing data and answers to
Extension clients, there is a continuing need for human oversight to verify and interpret Al
output (accuracy, application of information, copyright, misinformation, etc.).

Here are some suggested initial ideas that might be considered the ABCs of ethical Al use by
Extension faculty and staff:

Author/Acknowledge — Build Capacity — Communicate

A. Author/ Acknowledge.
a. Disclose use of AI (APA, etc. Guideline; acknowledgements or disclaimers)
b. Check everything before sharing.
c. Understand ethical considerations.
d. Check other policies and guidelines
B. Build Capacity. Improve work efficiency.
a. Writing assistance
b. Brainstorming/idea and image generation
c. Draft educational content **
d. Draft social media/marketing pieces**



e. Research/information gathering
f. Productivity tools

g. Coding/technology

h.

Summarize data and spreadsheets
i. Miscellaneous

C. Communicate. Use Al to refine your message.

a. Proofreading to check grammar, tone, clarity
b. Adjust reading level, improve accessibility

c. Convert documents to different languages

d. Miscellaneous

**NOTE: All Al outputs should be verified and refined by the author(s) before content is directly published
or submitted.

Here are uses for AI within the Extension workplace:

1.

Writing Assistance: Many use Al to review and edit their writing, including articles,
emails, grant proposals, and social media posts. Al also has the capability to help draft
outlines, proposals, and reports along with educational content. Some use it to create
marketing titles or headlines. It also helps with grammar, tone, rephrasing, and
justification.

Brainstorming / Idea and Image Generation: Al is frequently used to brainstorm ideas
for various projects, including teaching outlines, lesson plans, reports, and content
creation. It helps generate themes, titles, outlines, slides, and images. (AP style says not
to use Al images unless communication is about AI. Not to alter images, sound, video of
factual things. OK for illustrative things if captioned. Checking with Brand Center team
for guidance - ap.org/the-definitive-source/announcements/ai-guidance-terms-
added-to-ap-stylebook

Draft Educational Content: Al can help create teaching outlines, lesson plans,
educational content, presentations, workshops, curriculum development, and more.
Draft Social Media / Marketing: Al assists in creating social media posts, promotional
content, and planning events. It helps with wording and generating engaging content.
Research / Information Gathering: Al is used to gather information, conduct research,
and fact-check. It helps find sources and summarize research data. It helps investigate
client questions, find research-based links, searches, sources, and research data banks.
Some use it for job searches. Others identify related work or projects that may be
exemplars for their projects.

Productivity Tools: Al enhances personal productivity in several ways. It can be used to
obtain “starter answers” (but which must be fact-checked). It can also help in developing
project structure or outlines, summarizing data and information, and also summarizing
articles or literature reviews. Additionally, it has the ability to schedule meetings and
summarize them by taking notes or minutes within several of the online meeting tools.
Remember, Al is a tool that can enhance our work, not replace it.



7. Coding/Technology: Al is used for coding tasks, such as creating Excel macros and
programming in R, as well as teaching technology lessons.

8. Summarize Data and Spreadsheets: Al is used to create, sort, summarize spreadsheets,
survey results or research data need to review the results for accuracy.

9. Miscellaneous: Al is also used for fun, such as creating jokes and funny titles, and for
interpreting legal documents and using Adobe AI features.

Adhere to Ohio State’s Academic and Administrative Policies

One can review Ohio State’s policies around the use of generative Al at ai.osu.edu. This website
contains current information related to policies, guidelines, and educational materials.

Ohio State links and resources

e Main Ohio State Al website — ai.osu.edu

e Security and Privacy Statement on Al — it.osu.edu/news/2023/04/28/security-and-
privacy-statement-artificial-intelligence

e Al in Research Guidelines

e Marketing and Communications AI Guidance

e Arts and Sciences Office of Distance Education Guidance

¢ Responsible Use of Al

e Approved Al Tools at OSU

Additional Ohio State Al resources

e Learn to Use AI — ai.osu.edu/faculty-staff-students/learn-use-ai

e Al Use and Glossary — ai.osu.edu/resources-buckeyes/how-use-ai

e OSU Drake Institute Getting Started with AI — drakeinstitute.osu.edu/getting-started-
generative-artificial-intelligence-considerations-and-strategies

e Office of Academic Affairs — oaa.osu.edu/ai-fluency

Best Practices to Consider When Using Al

Protect confidential data
You should not enter data classified as confidential (S2 and above, including non-public

research data, finance, HR, student records, medical information, etc.) into publicly-available
generative Al tools, in accordance with the Ohio State University’s Institutional Data Policy
(IDP) and Security and Privacy Statement on Artificial Intelligence. Information shared with

generative Al tools using default settings is not private and could expose proprietary or

sensitive information to unauthorized parties.



In short, do not input Confidential Information or Personal Information.

S2 and above confidential data must only be entered into generative Al tools that have been
approved by Ohio State University Office of Technology and Digital Innovation. Do not input
information that violates IP or general contract terms and conditions. It is incumbent on the
individual users to ensure that the inputs and the outputs of their Al tools are properly
protected for reasons such as copyright and patent laws, data protection regulations, and
identity theft crimes. Such Al tools might include Large Language Models (for example,
ChatGPT, Gemini, CoPilot, etc.), Machine Learning platforms (for example, AWS SageMaker), or
image recognition software (for example, Google Cloud Vision).

Data Classifications at Ohio State University

e S1: Public Institutional Data (Personal directory,

e S2: Internal Institutional Data (Contracts, Personal and Home contact, Employee ID,
IP, etc.)

e S3: Private Institutional Data (Privileged Attorney-Client Data, Birthdates, personally
identifiable information, etc.)

e S4: Restricted Institutional Data (SSN, Driver License #, Credit Card Info, Medical,
Protected Health Information (PHI) (HIPAA), Personally Identifiable Information
(PII), and U.S. Export Controlled information, etc.)

Ohio State's Data Element Classification Assignments

Review Content Before Publishing or Sharing
Al-generated content can be inaccurate, misleading, or entirely fabricated (sometimes called

“hallucinations”) or may contain copyrighted material. Therefore, Verify the accuracy of Al-
generated content through expert review and fact-checking. Note that such Al-generated
content may contain copyrighted material.

Make sure to check the output of Generative Al tools for bias. OSUE employees must consider
whether the data input into, and the output of, Generative Al tools produce decisions that may
result in a disparate impact to individuals based on their protected classifications under
applicable law, such as race, ethnicity, national origin, age, sexual orientation, or disability
status. Do not rely on any output that is indicative of a potential bias.

You are responsible for any content that you publish or shared that includes Al-generated

material.



Disclosure and Transparency When Using Generative Al Tools

Extension employees and student workers who leverage Generative Al to produce any written
materials or other work product must disclose that those materials and that work product is
based on or derives from the use of Generative Al. Always be transparent if you are relying on
the output of a Generative Al tool.

Always disclose the use of Al in content generation with phrases like “This content was
generated by [AI platform] and reviewed by [Extension professionals].” An acknowledgment or
disclaimer can be used to indicate transparency on how Al was used in developing the
document, report or other scholarly materials.

Acknowledgements: nonscientific or non peer-reviewed documents and reports
Acknowledgement of Al use. Al tools are frequently used to correct spelling and improve
grammar in creative outputs. An acknowledgement must be included if Al tools are used to
change the tone, content, or readability of creative outputs, but not for basic spelling and
grammar. A sample acknowledgement statement is below.

"AI tools may have been used in the development of this publication. The author has verified all
information to be factual and correct in agreement with OSU AI policies. You can read more
about OSU Al policies at ai.osu.edu.”

Disclaimer - scholarly publications (peer-reviewed) within Fact Sheets and similar Extension
publications

An example disclaimer would be:

Al was used to generate an outline for this document, but content was created by the author(s).

Referencing the Use of Al
When a generative artificial intelligence (AI) model is used in the drafting of a manuscript for an
APA publication, the use of Al must be disclosed in the methods section and cited.

- Per the Drake Institute at Ohio State, we are following the APA guidelines outlined on the
Purdue University website guides.lib.purdue.edu/c.php?g=1371380&p=10135074
o Example Citation
o Microsoft. (2025). Copilot (May 13 version) [Large language model].
o OpenAl. (2023). ChatGPT (Mar 14 version) [Large language model].
chat.openai.com/chat
- Theteaching and learning resource center created guidance for using Al in the classroom,
but it is still relevant to your use and does include how to cite Al generated content.
o teaching.resources.osu.edu/teaching-topics/ai-teaching-strategies-transparent
- Citing ChatGPT — apastyle.apa.org/blog/how-to-cite-chatgpt



o OpenAl (2023). ChatGPT (Mar 14 version) [Large language model].
chat.openai.com/chat
Parenthetical citation: (OpenAl, 2023)
Narrative citation: OpenAl (2023)

APA Publishing Policies

APA publishes high-quality research that undergoes a rigorous and ethical peer review process.
Journal policies for authors are provided for transparency and clarity, including ethical
expectations, Al guidance, and reuse.

apa.org/pubs/journals/resources/publishing-policies?tab=3

Do not use Generative Al tools to produce malicious content

Extension employees are prohibited from using Generative Al tools to generate malicious
content, such as malware, viruses, worms, and trojan horses that may have the ability to
circumvent access control measures put in place by Ohio State University, or any other third-
party entity, to prevent unauthorized access to their respective networks.

Be alert for phishing

Generative Al has made it easier for malicious actors to create sophisticated phishing emails
and “deepfakes” (i.e., video or audio intended to convincingly mimic a person’s voice, (voice
skimming) or physical appearance without their consent at a far greater scale.

Training and Guidance

Provide continued training and education on AI usage and ensure the availability of clear
written guidelines. Stay updated on AI advancements and best practices to make informed,
responsible decisions.

Fostering Public Trust

Demonstrate commitment to responsible AI practices to build and maintain public trust. To
foster and maintain public trust in OSUE used of AI, we need to go beyond simply deploying AI
technologies and actively demonstrate a commitment to responsible Al practices.

Legal Compliance

Adhere to all relevant laws, regulations, and institutional standards in Al-related activities.



Using Generative Al for Research
The following considerations and policies also extend to all research activity using Al

As with other tools and research methods, individuals who use Generative Al in
research must be transparent regarding its use, in describing methods,
acknowledgements, or elsewhere, as appropriate.

Generative Al has been found to, among other things, generate citations to papers that
do not exist by authors who do not exist, and has also been used to generate images for
experiments that were never actually conducted. Researchers are responsible for the
accuracy of any content created by Al that is included in any research output and must
use caution in utilizing AI output in research.

Researchers are expected to follow the policies of journals, funding agencies and
professional societies through which they report their research. For example, some
journals, such as Science, explicitly prohibit text, figures, images or graphics generated
by ChatGPT or any other Al tools.

Researchers must avoid uploading, or using as input, any unpublished research data or
other Confidential Information into a Generative Al tool.

o When a researcher inputs unpublished work of any kind into a Generative Al
tool, the unpublished work becomes part of the universe of data in the Al The
model may incorporate the unpublished work into responses to queries from
other researchers. Disclosure of the unpublished work to an Al tool may also
impede or prevent future intellectual property protection for the unpublished
work or give rise to privacy violations.

Researchers must avoid uploading, or using as input, other parties’ Confidential
Information. Generative Al tools may not provide protection for Confidential
Information and their use could create the potential to breach confidential contractual

commitments.

o This includes, e.g., unpublished manuscripts or funding proposals that
researchers may be asked to peer review. NIH and NSF, among others, prohibit

using Generative Al for peer review.

o This also includes the Personal Information of research subjects. For example,
inputting interview data to perform preliminary analysis creates the possibility
that quotations or other information from research subjects could become
public, and potentially, that subjects could also be identified.

Researchers should be mindful that the output of Al tools may infringe the rights of
third parties since the responses generated are pooled from already established works.



Environmental Impact of Artificial Intelligence
Al does not come without significant environmental impacts. Energy consumption, carbon
emissions, and water usage are three major key environmental costs associated with AI.

Energy Consumption: Artificial intelligence is driving a surge in electricity demand due to the
high energy needs of data centers used for model training and operation. These Al-driven
centers could consume up to 9% of U.S. electricity by 2030. This trend raises concerns about
grid reliability, energy costs, and environmental impact, underscoring the need for energy-
efficient and sustainable policies.?

Carbon Emissions: A.Is contribution to carbon emissions consists of the manufacturing of IT
equipment such as computer chips, graphics processing units and the construction of data
centers. These emissions are referred to as embodied emissions. Operational emissions
associated with power generation to train and run AI models such as ChatGPT-3 require
massive computational power. It is estimated that the training of ChatGPT-3 consumed 1,287
MWh of electricity resulting in an emission of 552 tons of CO2. The annual carbon footprint of
running ChatGPT-3 is estimated to be 8.4 tons of CO2.%*

Water Usage: Data center energy consumption generates a lot of heat. To cool servers, data
centers use cooling towers which need large amounts of clean, fresh water. The generation of
electricity that powers the data centers also consumes massive amounts of water associated
with steam generation and cooling. It is estimated that by 2027, global demand for fresh water
to support the Al industry will account to 4.2-6.6 billion cubic meters of water.*

1. Esram, Nora, and Camron Assadi. 2025. Future-Proof Al Data Centers, Grid Reliability,
and Affordable Energy: Recommendations for States. Washington, DC: ACEEE.
https://www.aceee.org/white-paper/2025/04/future-proof-ai-data-centers-grid-reliability-

and-affordable-energy/.

2. Kandemir, M. (2025) Why AI uses so much energy—and what we can do about it.
Exploring artificial intelligence’s growing environmental impact and paths to
sustainability. https://iee.psu.edu/news/blog/why-ai-uses-so-much-energy-and-what-we-

can-do-about-
it#:~:text=Whv%20is%20AI's%20energy%20consumption,immense%20strain%200n %20

power%?20grids.
3. Patterson, D., Gonzalez, ]., Holzle, U, Le, Q., Liang, C., Munguia, L.-M., Rothchild, D.,
So, D. R., Texier, M., & Dean, J. (2022). The carbon footprint of machine learning

training will plateau, then shrink. Computer, 55(7), 18-28.
https://doi.org/10.1109/MC.2022.3148714




4. Tomlinson, B., Black, RW., Patterson, D.]. et al. The carbon emissions of writing and

illustrating are lower for Al than for humans. Sci Rep 14, 3732 (2024).
https://doi.org/10.1038/s41598-024-54271-x

Li, P, Yang, J., Islam, M. A., & Ren, S. (2023). Making AI Less "Thirsty": Uncovering and
Addressing the Secret Water Footprint of AI Models. ArXiv.
https://arxiv.org/abs/2304.03271

Additional Comments on Generative Al

Two key attributes of Al-based tools are the risk that an input could potentially become public,

and the risk that the output may be biased, misleading, or inaccurate. There are risks related to

information security, data privacy, copyright, and academic integrity and bias, for example:

If Generative Al is given access to personal information, the technology may not respect
the privacy rights of individuals, including in a manner that may be required for
compliance with applicable data protection laws;

If Generative Al is given access to confidential information or trade secrets, the
University may lose its intellectual property (IP) rights to that information and the
information may be disclosed to unauthorized third parties through their independent
use of the Generative Al technology;

Generative Al outputs may violate the intellectual property rights of others, and might
not themselves be protected by intellectual property laws;

Generative AI outputs might be factually inaccurate, and we might be exposed to
liability if we rely on those outputs without properly reviewing them; and

Generative Al may produce decisions that are biased, discriminatory, or otherwise
inconsistent with our policies, or that are otherwise in violation of applicable law.
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APPENDIX — STM Report
Link to report: s3.eu-west-2.amazonaws.com/stm.offloadmedia/wp-
content/uploads/2025/04/07023544/STM_AI_Classification_Report_April2025.pdf

Recommended Classification of AI Use in Academic Manuscript Preparation.

Recommended Classification

the manuscript to improve
clarity of language (**)

Automated tools were used to
suggest language improvements

Spell checkers, grammar checkers,
predictive text in Microsoft Word

Generating text using Al prompts, generating machine
summaries of text, analysing or summarising textual
documents as part of the research process

Writing or drafting manuscript
content

Al was used to create part or all
of the manuscript text

Generating text using Al prompts, asking
Al to expand on text, generating maching
summsaries of text (e.g. to summarise
arguments made in another publication)

Use of simple spelling and grammar checkers,
analysing or ising textual d
as part of the research process

Translation of manuscript text for
the purpose of publishing (***)

Al was used to assist translation
of an author's criginal work into a
secondary language

Authors using tools {e.9. Google
translate, ChatGPT) to assist with
translating their manuscript draft

Translation of matenals as part of the research process
{unrelated to manuscript preparation)

Refining or formatting of data
reported in the submitted manuscript

Dsta raportad in the aubmitted manuscript
{e.g. included 82 supplementary material,
or stored in & dsts repository linked to from
the manuecript) ara refined or formated
uging Al

Authors using tools to correct (e.g.
on the level of language) or format
research data before it's published

Using Al to visualise data sets (activity 6) or data
manipulation; any generation, correcting, or editing of
data used as part of the research process

Generation, refinement, correction,
editing or formatting of images,
diagrams or other figures for
illustrative purposes only

Al was used to generate images or
diagrams or other figures in the
manuscript for illustrative or aesthetic
purposes only

Ueing Al to creste an image of e.g. paople
farming in &n ancient society - the sort of

image that might atherwiee be created by
& human artiat as an illustration

Visualisation of actusl data or research outputs, editing
of visualisations of actual data or results, presentation
of generated images as research outputs in
themselves or as representing research outputs

Generation, refinement, correction,
editing or formatting of visualisations
of research data or results

Al tools were used fo visualise or
refine visualisations of research
datairesults

Using Al to generate a graph or
other visualisation of a given
research data set

Generation of images or other content without any
basis in real research data/outputs

Refinement or formatting of code
reported in the submitted manuscript.

Al fools were used to assist with
refinement of the p tation of

Using Al to assist with human

code within the manuscript

it to improve the readability of
itted as partofa il

code

Code generated or improved by Al that was used for
the research itself; any new code generated by Al alone

Assisting with compilation of
reference lists

Al tools were used to creale or
suggest references to include in
the manuscript

Asking Al to generate a list of articles
that are related to the research to use
as references

Al generation of plausible-sounding references that do
net exist; using automated tools to generate a citation
in a particular stylefformat based on a DOI

Presentation of any kind of content
generated by Al as though it were
original research data/results from
non-machine sources (****)

Al was used to creste dats, text, images,
graphs, 2pectra, or other content that is
pressntad sz though it wers original

or
from other, non-maschine sources

Any content generated wholesale by
Al without any basis in original

y research datafoutputs, presented as

though it is based on original
data/results

Using Al to visualize original research datafresulis
{activity #8); carrying out research on the outputs of
GenAl (in which case GenAl cutputs can be considered
research data)

(*} Note that use of Al in other stages of research processes is outside the scope of

this cl 1. This classifi
with the preparation of manuscripis.

tion considers only activities that use Al to assist

{**) 2023 STM Guidelines recommend: disclosure not necessary
(=**} It iz understood that, under copyright law, it remains the right of the right holder

to authorize, or not, a work's translation

(****) 2023 5TM Guidelines recommend: this use of Al not allowed

THE OHIO STATE UNIVERSITY
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