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	About this template

Use this checklist for every tool you intend to use for your Capstone: an image editor, a video editor, an audio editor, and anything online you plan to upload material to. It takes a few minutes per tool, and it is what allows you to work in any tool you like during the course.

If you use only the demonstrated desktop tools (GIMP, OpenShot, Audacity) installed on your own computer, complete the short version in Step 1 and you are done. Upload the completed checklist to Activity 1.4. It is a completion requirement before Unit 2.



Step 1: Short version (demonstrated desktop tools only)

Tick each statement that is true. If all four are ticked, sign off the tool below and go to Step 4.
☐  I downloaded the tool from its official website (gimp.org, openshot.org or audacityteam.org).
☐  It runs on my own computer; my files are not uploaded anywhere when I edit them.
☐  I have not enabled any optional cloud or AI add-on that sends my files elsewhere.
☐  My school allows me to install software on this computer, or I am using a personal device.

Tools covered by the short version
 

Step 2: Full check (any other tool)

Complete one column per tool. Find the answers in the tool's privacy policy, terms of use or help pages. Where you cannot find an answer, write "not stated": that is an answer too. The shaded column is a worked example.
	Question
	Example
	Tool 1
	Tool 2

	Tool name and version / web address
	Online video editor X (web)
	
	

	1. Where is my data stored? (on my device, EU, outside the EU, not stated)
	Cloud servers, United States
	
	

	2. Do pupils need accounts to view or use what I make?
	No, but viewers see a sign-up prompt
	
	

	3. Does the provider claim rights over what I upload? (read the licence clause in the terms)
	Broad licence to host, modify and promote uploads
	
	

	4. Are my uploads used to train AI models? Can I opt out?
	Yes by default; opt-out in settings
	
	

	5. Is processing covered by an EU basis or adequacy decision? (EU hosting, EU standard contractual clauses, EU-US Data Privacy Framework)
	States Data Privacy Framework certification
	
	

	6. Is the tool already approved by my school or the European Schools system?
	Not on the school list
	
	

	7. For AI tools: does it mark generated images, audio or video as AI-generated?
	Not applicable
	
	



	Example continued. Decision: use for my own practice edits only; no material showing colleagues or pupils, no school logos. For the Capstone, use the desktop editor instead. Reason: uploads are licensed broadly to the provider and used for AI training by default.



Step 3: Your decision for each tool

For each tool, write one line: use it, use it with conditions (say which), or do not use it. Any "no" or "not stated" on questions 1, 3, 4 or 5 is a reason to use the tool only with material that contains no personal data, or not at all.
	Tool
	Decision and reason (one line)

	
	

	
	

	
	



Step 4: Confirm

☐  I have checked every tool I plan to use for my Capstone.
☐  I found each answer in the tool's own documents, or wrote "not stated".
☐  None of my Capstone material will contain identifiable pupils, whatever tool I use.
☐  If I change tool later in the course, I will run the new tool through this checklist first.

	Needs checking with your school. Your school may keep its own list of approved tools, or have a Data Protection Officer who can confirm question 6. Where the school rules are stricter than this checklist, the school rules apply.



Notes
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