RESOLUTION NO. 267-03

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF ARCATA
APPROVING THE CITY OF ARCATA ADMINISTRATIVE POLICY AND PROCEDURES
FOR THE USAGE OF ARTIFICIAL INTELLIGENCE

WHEREAS, the City of Arcata continually works towards improving the number and quality of services
to the Arcata community; and,

WHEREAS, the City of Arcata reviews its business processes, looks for innovation, and evaluates tools
that can assist the City in reaching its goal of maintaining quality while providing efficient services; and,

WHEREAS, in today’s workplace, employees are often asked to complete more work with fewer
resources and still provide the same outcomes and services which further motivates employees to look
and use tools to assist them; and,

WHEREAS, Arttificial Intelligence tools have become widely available to use in a variety of different
programs and applications at little or no cost to the City of Arcata; and,

WHEREAS, Artificial Intelligence tools can provide many benefits with their usage but there is also risk
associated with their usage which needs to be mitigated, and one way to mitigate risk is to have consistent

policies and practices which guides employees on the appropriate usage of artificial intelligence; and,

WHEREAS, the Usage of Atrtificial Intelligence policy is applicable to all City of Arcata employees
including but not limited to: full-time, hourly, volunteers, and interns.

NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of Arcata does hereby
establish the attached Administrative Policy and Procedure for the Usage of Artificial Intelligence,
effective upon adoption.

DATED: August 5, 2026

ATTEST: APPROVED:

City Clerk, City of Arcata Mayor, City of Arcata



Clerk’s Certificate
I hereby certify that the foregoing is a true and correct copy of Resolution 276-03, passed and adopted at
a regular meeting of the City Council of the City of Arcata, Humboldt County, California, held on the 5%
of August in the year 2026, by the following vote:
AYES:
NOES:
ABSENT:

ABSTENTIONS:

Rhea Varley, City Clerk



City of Arcata
Administrative Policies and Procedures

Subject: Use of Artificial Intelligence
Effective Date: August 5, 2026
Originating Department: City Manager’s Office

. PURPOSE

Artificial Intelligence (Al) encompasses a range of technologies, including machine learning, natural
language processing, and robotics. Al allows machines to perform tasks that typically require human
intelligence, such as making predictions, recommendations, or decisions. Al systems use machine- and
human-based inputs in order to generate information or action.

The City of Arcata recognizes the utility of Al in enhancing operational efficiency. However, the City
also recognizes that the use of Al involves risks, including but not limited to safety, security, privacy,
bias, and accuracy.

This policy applies to all Al tools, including services, systems, and any other processes that use Al
technology.

Il. DEFINITIONS

For the purposes of this policy, the following definitions will be used:

2.1 Artificial Intelligence (“Al”) means the technology that simulates human intelligence
processes using computer systems. Al simulates learning (i.e., the acquisition of information),
training (i.e., the acquisition of rules for using information), reasoning (i.e., the ability to solve
problems and make decisions), and self-correction (i.e., the identification and correction of
errors in learning, training and reasoning).

2.2 Deepfake is an image, video, or audio record that has been digitally altered to replace one
person’s likeness with another person, or a computer-generated image or video of a person
doing or saying something the person never did or said.

lll. SCOPE OF POLICY/COVERED INDIVIDUALS
A. This policy applies to all work produced for the City of Arcata or associated in any way with
the City of Arcata, whether or not the work is produced using City equipment or resources.

B. This policy sets the minimum standards expected of City of Arcata employees. Individual
departments may set stricter rules based on their specific needs.



C. No employee shall be exempted from these minimum standards without the express
written permission from the City Manager or designee.

D. This policy applies to all City of Arcata employees, regardless of rank or title, interns, and
volunteers (“employees”).

E. Employees, interns and volunteers of the City may only use Al to promote public service and
administer the City’s mission. This limitation is intended to encompass the use of City
resources and during City work time.

IV. PROHIBITION ON THE CREATION OR USE OF ‘DEEPFAKE” MATERIAL

A. Creation of “deepfake” images, video, or audio for City work or on City resources or
equipment is strictly prohibited.

B. Use of “deepfake” images, video, or audio for City of Arcata work product or on the City
resources or equipment, other than using it as evidence in or as part of an administrative
investigation, is strictly prohibited.

V. PROHIBITION ON THE USE OF ORIGINAL ARTWORK IN Al TOOLS

A. Use or creation of images or illustrative material by inputting third-party original artwork,
without permission of the owner of the artwork, into any Al tool is strictly prohibited.

B. Employees will endeavor to ensure the City is in compliance with copyright laws and
agreements.

VI. ARTIFICIAL INTELLIGENCE USE REQUIREMENTS

A. The City of Arcata allows limited use of Al tools for the purpose of conducting the City’s
business.

B. The City may modify the parameters of permissible Al use or revoke permission to use Al at any
time in order to meet the City’s goals, obligations, or business needs.

C. Employees must receive permission from their Department Director prior to using any Al tool.
Any request for permission to use an Al tool must identify the Al tool and the purpose for which
the Al tool’s use is intended. The Al tool may only be used as specifically permitted by the
Department Director.

D. City email addresses, phone numbers, or other credentials may only be used to create an
account with Al services with authorization from the employee’s Department Director or
designee. Accounts created using City credentials must not use any password that the
employee uses or used in order to access City resources. These accounts must not be used for
personal purposes. Conversely, employees are not permitted to use a personal account to use



Al services for City-related work.

Public Records Act: Information entered into Al systems along with the output data, may be
subject to disclosure under the Public Records Act (PRA).

Confidential and sensitive personal information must never be inputted into Al tools in any
way. Confidential and sensitive personal information includes any information that the
employee is not permitted to share through other means of communicating with the public.
Such information includes, but is not limited to a specific person’s name, address, email
address, telephone number, social security number, driver’s license number, medical
information, or information that alone or in combination with other publicly available
information, reveals the identity of the subject of the inputted information. This includes any
text, photos, videos, voice recordings shared with Al service. This rule applies regardless of the
Al tool’s privacy terms or settings.

. Confidential or restricted data is prohibited from being input into any Al service unless the
employee is given written approval and authorization from the City Manager. This includes, but
is not limited to sensitive data that should be generally outside the scope of normal Public
Records Act requests, and data that is needed for City communications and maintaining a
secure infrastructure.

. All Al searches must be in “incognito” mode or “opt out” or other similar mode to prevent the
Al tool from retaining or using the information provided for the tool or service’s use in any
manner, including to train or improve the Al tool or service, or to share the information with
any third party.

All text-based content that was created using Al without modification must be properly labelled
as having been generated using Al. All audio and visual media created using Al must be labelled
as generated using Al regardless of modifications. Labels must be clearly visible to members of
the public reviewing the content.

A general disclaimer shall be used. For example: “This document may have been drafted with
support from Al based tools, consistent with the City of Arcata’s policy on use of artificial
intelligence. All information represented in this document have been reviewed by City of
Arcata staff.

Informal correspondence between City employees, such as emails, does not need to be labelled
as having been created using Al as provided above.

All Al-generated content must be reviewed for accuracy, tone, bias, and context before the
content may be published for the City. If a reliable source cannot be found to verify factual
information generated using Al, that information cannot be used for City purposes.

. No content fully or partially generated using Al may be claimed as original work.

. The City of Arcata expects all employees to possess and exercise good judgment and common
sense when conducting City business, such as when using an Al service.

. The City expressly prohibits any Al use which discriminates against any individuals, including but
not limited to City employees, interns or volunteers, on the basis of the individual’s race,



religious creed, color, national origin, ancestry, physical disability, mental disability, medical
condition, genetic information, marital status, sex, gender, gender identity, gender expression,
age, sexual orientation, reproductive health decision-making, or military and veteran status.

VII.POLICY VIOLATIONS

A. All supervisory and management employees are responsible for overseeing the work product of
their subordinates and ensuring that employees abide by the guidelines established in this policy.
Individual employees are also responsible for ensuring that their own work product conforms to
this policy.

B. Any violation of this policy may result in disciplinary action, up to and including termination of
employment. The terms of this policy are subject to change as Al technology evolves frequently.

C. Employees who violate the Artificial Intelligence Policy are subject to disciplinary action per
Chapter XI of the City’s Personnel Rules and Regulations and/or other applicable rules and
provisions.

Revised:
7/16/26
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