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Introduction

As Al technology becomes increasingly
integrated into communication practices,
the following guide can support UBC
communicators in using Al tools ethically,
transparently and in alignment with
UBC's editorial standards.

This guidance builds on UBC’s Principles for the
Use of Generative Al Tools, with tailored

direction for communicators, informed by UBC’s
Al Steering Committee and the communications
community. This guidance is intended for
communicators who are already familiar with
the university’s overarching expectations for
ethical and responsible Al use.

For the latest on UBC'’s generative Al principles,
including more information on responsible use,
privacy and security and training, please visit the
UBC Generative Al website.
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GENERAL PRINCIPLES AND BEST PRACTICES

General principles and
best practices

BALANCING Al WITH HUMAN OVERSIGHT

UBC values originality in its communications. Using Al responsibly requires thoughtful
Content should not be entirely or primarily judgement. As a communicator, you bring
Al-generated, except in cases where the purpose  essential context. Your knowledge of the
is to demonstrate Al capabilities. In that case, strategy, audience, leadership priorities and
this should be clearly disclosed. UBC's standards is key to determining when
) human input, nuance and creativity are needed.

Al tools can support the content creation ) o )

o ) Use Al selectively and with intention.
process, similar to other tools like spellcheck,
photo editing or transcription software. However,
their use must be informed by an understanding

of their risks and limitations.

ALIGNING WITH UBC'S BRAND GUIDELINES AND EDITORIAL STANDARDS

It’s important that all Al output is reviewed by UBC brand guidelines and brand editorial guides
the user and incorporated and edited to create should be used to help inform and align style,
original content. voice and tone and inclusive language.
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GENERAL PRINCIPLES AND BEST PRACTICES

CONTENT ACCOUNTABILITY AND RESPONSIBLE USE

UBC communicators are accountable for the content they produce using Al tools.

Best practices when working with Al tools include:

Human oversight: Always involve human judgement
when assessing and incorporating Al output and in the
review and approval of Al-assisted content. Review all
Al-generated content to ensure it aligns with UBC's
standards.

Content verification: Fact-check Al-generated content for
accuracy, as Al tools may produce biased, incomplete or
incorrect information. Ensure communications are based
on verified facts and reliable sources.

Inclusive language: Review Al-generated content to
ensure itisinclusive and non-discriminatory and aligns
with UBC inclusive language guidance.

Copyright risk awareness: Be mindful of how generative
Al systems are trained and intellectual property issues
surrounding Al outputs. Communicators should not
assume generated content is safe for unrestricted use and
should take care to avoid potential copyright infringement.
Look for attribution in Al search results, ask Al for

the sources used to informiit, verify those sources, and
attribute sources in your own work. Do not use Al to
mimic the unique style or voice of other content creators
(writers/artists/filmmakers etc.).

Environmental sustainability: UBC is committed to
sustainability. Al tools, and the training of large language
models, have the potential to use significant amounts

of electricity. Consider energy consumption and impact
when deciding how to use these tools.
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GENERAL PRINCIPLES AND BEST PRACTICES

Considerations and

uses for Al tools

TEXT GENERATORS

Brainstorming and creative inspiration: Al can generate
content ideas, which need to be adapted and refined by
UBC communicators.

Research assistance: Al can be used to quickly

summarize published research to help simplify and clarify

findings. Be aware of research security considerations,

and privacy impact assessments of GenAl tools.

Writing: When writing external-facing copy for
publication from scratch, Al may be used to assist with
outlines and initial drafts. However, final copy should
not be entirely Al generated and should include human
writing, judgement and oversight.

= Copyimprovement: Al can help generate ideas for word
choice, grammar, sentence structure and condensing
copy. However, Al should not be used for automated
copyediting given its current capabilities. All copyediting
should be done with human oversight and in accordance
with brand guidelines and editorial standards.

Social media copy: Al can be used to assist in generating
social media content based on original copy and prompts
entered by the communicator. Final copy should be
carefully reviewed by the communicator before
publication to align with UBC editorial guidelines, style
and tone.
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CONSIDERATIONS AND USES FOR Al TOOLS

IMAGE GENERATORS

= Creativeinspiration: Al can be a powerful tool for
ideation, offering fresh perspectives and quick visual
concepts that enhance creative brainstorming.

Minor edits: Al can assist with basic tasks such as
adjusting image scaling and sharpening.

Image editing: Do not publish entirely Al-generated
images or alter essential aspects of images. Image editing
tools that use Al may be used responsibly and in line with

the tool’s licensing terms to enhance images while not
altering essential aspects. To support transparency,
indicate the use of Al editing tools in the caption (i.e.
Photoillustration: UBC/Al tool assist).

AUDIO AND VIDEO GENERATORS

= Enhancing content: Al canimprove audio-visual quality of
images and videos. As with images, do not publish entirely
Al-generated video or alter essential aspects of video
recordings.

® Language translation: When using Al tools for language
translation, ensure the translation is accurate and
appropriate. Consult with someone native to that
language to ensure accuracy and respectful translation.

= Ethical considerations: You may need to obtain additional
consent from the original speakers for significant voice/
image alteration or disclose significant alterations for
audiences.

PRIVACY AND SECURITY

* Tool selection: Choose Al tools that align with UBC'’s
ethical standards and privacy requirements. UBC has
conducted privacy and risk assessments on some Al tools.

* Privacy and data security: Comply with UBC'’s privacy
policies. Do not enter confidential or personal information
or other high risk data into Al systems unless approved.

These guidelines will be reviewed regularly as Al tools evolve and for compliance with

UBC's policies on Al technologies, privacy and ethics.

For additional tools, training and resources, please visit the genai.ubc.ca website.
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