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AI TOOL AND USE-CASE
Evaluation Request
	Use this form: Submit through the IT Helpdesk for a new tool, Level 2 or Level 3 use, institutional purchase or account, structured teaching use, installation, integration or automation. Routine Level 1 use within the Register conditions does not require this form.



A  Request Details
Requester completes; accountable owner confirms before submission.
	Helpdesk ticket
	Enter response
	Date
	Enter response

	Requester
	Enter response
	Email
	Enter response

	School/department
	Enter response
	Role/title
	Enter response

	Accountable owner
	Enter response
	Owner role
	Enter response


Request type (select all that apply)
	☐ New tool or new use   
	☐ Pilot   

	☐ Teaching/student use   
	☐ Material change to an approved use   

	☐ Research use   
	☐ Integration or automation   



1  Use-Case Summary
Purpose, benefit, users and outputs  What problem will this address, who will use it or be affected, and what will it produce?
	Click or tap to enter text.



Why AI and alternatives considered  Explain why a non-AI or lower-risk option is insufficient.
	Click or tap to enter text.



Original or unpublished work  Identify any third-party work, rights/authority, author notification and how objections or non-AI alternatives will be handled.
	Click or tap to enter text.



2  Information and Data Protection Screening
Information involved (select all that apply)
	☐ Public information   
	☐ Routine Low-Risk Institutional Content   

	☐ Protected College Data   
	☐ Personal data   

	☐ Special-category/highly sensitive data   
	☐ Children or vulnerable people   

	☐ Confidential research/third-party data   
	☐ Credentials or restricted code   

	☐ No personal or Protected College Data   
	☐ Uncertain - DPO advice required   



Data source, flow, scale and retention  Cover prompts/files, connectors, outputs/logs, people affected, storage and deletion.
	Click or tap to enter text.



Provider handling and safeguards  Record location/transfers, retention, model training or onward use, access controls and anonymisation/pseudonymisation.
	Click or tap to enter text.



3  Risk and Legal Classification
Risk areas (select all that apply)
	☐ Security/privacy   
	☐ Equality/accessibility/bias   

	☐ Copyright/IP/authorship   
	☐ Academic integrity   

	☐ Supplier/contract   
	☐ Records/retention   

	☐ Sustainability   
	☐ Operational/reputational impact   



Proposed level
	☐ Level 1 - Routine/low risk   
	☐ Level 2 - Institutional/controlled   

	☐ Level 3 - High risk/significant   
	☐ Uncertain   





EU AI Act/significant-decision screening
	☐ Admissions/access   
	☐ Student assessment/progression/exams   

	☐ Employment/worker management   
	☐ Profiling or significant decisions   

	☐ Biometric/emotion/prohibited-practice concern   
	☐ None identified   

	☐ Uncertain   
	



Key risks, controls and classification rationale  Include NCI's likely operator role and any potentially high-risk use.
	Click or tap to enter text.



4  Tool and Deployment Details
	Tool/product
	Enter response
	Provider
	Enter response

	Version/model
	Enter response
	Tier/plan
	Enter response

	Website
	Enter response
	Hosting/location
	Enter response

	Licence/cost
	Enter response
	Number of Proposed users
	Enter response


Register status
	☐ Approved for this use   
	☐ Approved with conditions   

	☐ Permitted external category   
	☐ Under review   

	☐ Not approved/not listed   
	☐ Uncertain   



Selection and deployment  Why this product/tier; accounts/licences; SSO/MFA; installation; labs/devices; APIs, extensions, connectors or automation.
	Click or tap to enter text.



4A  Teaching or Research (if applicable)
	Programme/module
	Enter response
	Academic owner
	Enter response

	Research project
	Enter response
	PI/research owner
	Enter response


Rationale and intended activity  Include learning outcome, industry/validation/funder rationale, student/research activity and any assessment or ethics implications.
	Click or tap to enter text.



Accessibility, equity and alternatives  Cover accounts, cost, age/terms, accessibility and reasonable non-AI provision.
	Click or tap to enter text.



Evidence attached or linked
	☐ Terms/privacy   
	☐ Security/data-processing   

	☐ Accessibility   
	☐ Sustainability   

	☐ Pricing/licensing   
	☐ Academic/research evidence   

	☐ Architecture/data flow   
	☐ Other   



B  Owner Confirmation
	Owner name
	Enter response
	Confirmation/date
	Enter response


By confirming, the owner accepts responsibility for the proposal, approved controls, implementation, monitoring and re-evaluation.
5  Triage and Specialist Review
For the Helpdesk, AI Governance Committee and assigned reviewers.
	Coordinator
	Enter response
	Triage date
	Enter response

	Confirmed level
	Enter response
	Decision due
	Enter response


Reviews required
	☐ IT   
	☐ DPO   

	☐ Procurement   
	☐ Academic review   

	☐ Research review   
	☐ SLT/Academic Council   

	☐ Other   
	



	Reviewer
	Outcome
	Findings/conditions
	Name/date

	Information Technology
	N/A / Support / Conditions / Do not support
	Enter response
	Enter response

	Data Protection Officer
	N/A / Support / Conditions / Do not support
	Enter response
	Enter response

	Procurement
	N/A / Support / Conditions / Do not support
	Enter response
	Enter response

	Academic/Research/Other
	N/A / Support / Conditions / Do not support
	Enter response
	Enter response


Consolidated evaluation  Summarise benefits, residual risk, proportionality and unresolved issues.
	Click or tap to enter text.



6  Governance Decision
Decision
	☐ Approved   
	☐ Approved with conditions   

	☐ Limited pilot   
	☐ More information required   

	☐ Not approved   
	☐ Escalated   

	☐ Deferred   
	



Approved scope and rationale  Specify tool/tier, users, purpose, data, configuration and excluded uses.
	Click or tap to enter text.



Conditions, controls and monitoring  Include privacy, security, procurement, training, oversight, transparency, accessibility, records and stop-use requirements.
	Click or tap to enter text.



	Decision authority
	Enter response
	Decision date
	Enter response

	Review/expiry
	Enter response
	Register updated
	Enter response

	Owner notified
	Enter response
	Decision reference
	Enter response


7  Implementation and Monitoring
	☐ Contract/licence/procurement complete   
	☐ Privacy/security/access controls complete   

	☐ Training/notices/accessibility complete   
	☐ Oversight and testing complete   

	☐ Lab/change approval complete   
	☐ Monitoring/review scheduled   



	System/business owner
	Enter response
	Go-live date
	Enter response

	Monitoring owner
	Enter response
	Review frequency
	Enter response

	Re-evaluation: Re-evaluate material changes to data, purpose, users, model, configuration, integration, supplier terms or risk. Report security or personal-data incidents immediately.
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