Safeguarding notes for pupils with additional support needs using AI
Class teachers and parents · P1-S6 · version 1.0 (2026-11-13)
──────────────────────────────────────────────
Five facts at the top
Stage: P1-S6
Subject: Class teachers and parents
Learning strand: Reflection on the application of AI
Documents: Blueprint for Digital Education Development in Primary and Secondary Schools; AI Literacy Learning Framework for Primary and Secondary Schools; Guide to Using AI in Teaching in Primary and Secondary Schools; EDB Circular No. 156/2026
Time for one session: One 60-minute session for teachers; the parent page goes out on its own, with no extra slot
Three points to read first
The document uses one phrase throughout - pupils with additional support needs - and names no category, no diagnosis and no strength or weakness; that list does not belong in this document.
The five principles, the four adjustments and the card's fields are a suggestion from this resource, not a requirement set by the Education Bureau; a school may change the wording to suit itself.
The card is unnamed, carries no comment on ability or progress, and is not an assessment report, an individual plan or a counselling record; every example is fictional.
1 The five principles (five, and the order is fixed)
The first sets the direction; the other four are what makes it possible. The fourth has to be written down and said to pupils: the exit option is the default, not a concession.
	Order
	Principle
	In one line
	Where it usually goes wrong

	1
	The same task
	What changes is the route through the same task, not the task itself
	The task is swapped for an easier one and the learning objective is left behind

	2
	No disclosure required
	A pupil is never asked what support they need, and a parent is never asked for evidence
	An arrangement that only happens after someone explains themselves

	3
	Support, not substitution
	The tool helps the pupil finish; it does not think in their place
	A generated answer handed in as the pupil's own

	4
	An exit option
	A pupil may choose not to use the tool, and may return to the original method at any point
	Not using the tool is treated as non-cooperation

	5
	Minimal data
	Only the least data the task needs goes in
	A pupil's circumstances typed into a prompt, or into a group chat


	If a pupil does not use the tool, the teacher asks nothing and records nothing.


2 The four kinds of adjustment (four, order fixed, three options each)
	Kind
	What it adjusts
	Three options

	1 Input
	How the pupil receives the task
	Read the task aloud; break a long task into parts; give a spoken demonstration first

	2 Output
	How the pupil hands the answer in
	Say it instead of writing it; answer with a diagram or a table; hand it in in parts

	3 Pace
	How much time, in how many sittings
	Split it across two lessons; build in a break; do half, then decide the next step

	4 Assessment
	How you see whether the pupil got there
	Look at the process, not only the product; allow a spoken answer; mark the same task presented another way


One part of a lesson takes no more than two kinds - with three, the adjustment has become a different piece of work. Where a tool genuinely helps is mostly in kinds one and two; kinds three and four are the teacher's decision, not a feature of any tool.

Version record: 2026-11-13 · version 1.0 first published, setting the five principles, the four adjustments and the one-page five-column card.
3 The one-page five-column card (five columns, photocopiable on its own)
What is recorded is the part of the lesson, not the pupil. One card per lesson; unnamed, with no comment on ability or progress.
Date filled: ________________
Post filling it in: ________________
	1 Class and part of the lesson
	2 What the task asked for
	3 Support already in place
	4 The adjustment for this part
	5 Who knows, and where it is kept

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


If no post can be named in column five, exactly one teacher knows, and the next colleague to take the class starts from nothing.
Once collected, the card is kept under the school's own retention arrangements; not on a wall, and not left by the copier overnight.

4 Three sentences, and a page for parents
"Your child is doing the same task and the same learning objective; only the way through it can differ."
"You do not need to provide any evidence or explain your child's circumstances - the arrangement is decided from what the school sees in class."
"Your child may choose not to use the tool, and may go back to the original method at any point, without having to explain why."
Anything beyond those three sentences is answered by the parent page below. Print it single-sided, send it with the parent letter, and hold no separate session.


Page for parents (one page, single-sided)
Dear parents,
This year your child will use AI tools in class. We want to say one thing first: your child is doing the same task and the same learning objective; only the way through it can differ.
The same task. What is adjusted in class is the method, not the standard. Your child is working towards the same learning objective as everyone else.
No evidence needed. You do not need to provide any evidence or explain your child's circumstances; the arrangement is decided from what the school sees in class.
An exit option. Your child may choose not to use the tool, and may go back to the original method at any point, without having to explain why.
This is a school arrangement, not a requirement set by the Education Bureau. If you would like it adjusted, or would like to know how your child's class is arranged, please contact the class teacher.
________________  Class teacher  ________________  Date


5 The teacher's gatekeeping, and close-out
Gate 1: has the task been replaced? Is the same learning objective still standing? If you cannot answer, it is a different piece of work.
Gate 2: is anyone being asked to disclose? If this step needs a pupil or a parent to explain something first, go back to deciding from what you see in class.
Gate 3: has anything gone into a prompt? Every input box gets only the least data the task needs.
Gate 4: is there a post in column five? If you cannot name one, then nobody knows.
Close-out: at the end of the lesson, one question - is this pupil still doing the same task today?
Script for the 60-minute teacher session
	Time
	What happens

	10 minutes
	The five principles: read each one and confirm that the fourth - the exit option - is the default, not an exception

	10 minutes
	The four kinds: read all four and the twelve options, and confirm the two-kind limit

	15 minutes
	The card: fill one page together for a fictional part of a lesson, spending the time on column five

	15 minutes
	The three sentences and the parent page: read them, then agree how the page goes out and who is the contact

	10 minutes
	Gatekeeping and close-out: read the four gates and the single question, and announce where cards are collected


All inside 60 minutes, with no workshop. Every example is fictional and has nothing to do with any real school, pupil or family.
Checklist once it is set up
All five principles are present, in order, and the exit option is written in as the default.
All four kinds are present, in order, with twelve options in total and the two-kind limit stated.
The card has five columns and no sixth has been added.
No category, diagnosis or strength or weakness is named; no pupil is asked to disclose, and no parent is asked for evidence.
The card is unnamed, carries no comment on ability or progress, and is not an assessment report or an individual plan.
The document states that this is not a requirement set by the Education Bureau, and names no tool make, model, supplier or service organisation.




