AI use policy
Business: [business name]
Version: [1.0] · Date: [DD/MM/YYYY] · Owner: [name, role]
1. Purpose
This policy sets the rules for using artificial intelligence (AI) tools by the team and by anyone working for us. It applies to any work use, on a business or personal device.
2. Approved tools
Only the tools listed below may be used, with a business account where one exists. Any new tool is approved by the owner before use.
Tool: [name] · Approved uses: [drafting, summarising, translating…] · Account: [business] · Approved on: [date]
Tool: [name] · Approved uses: [ ] · Account: [ ] · Approved on: [ ]
3. Data you must never enter
Never enter into an AI tool:
• personal data about customers, staff or candidates (name, contact details, national insurance or social security number, health data);
• passwords, access codes, bank details;
• confidential documents: contracts, quotes, unpublished figures, trade secrets;
• anything covered by a non-disclosure agreement.
If in doubt, anonymise it or ask the owner.
4. Human review is mandatory
Everything produced with AI is reviewed and checked by a person before it is sent, published or used to decide: facts, figures, sources, tone. The person who sends or publishes it is responsible for it.
5. Labelling generated content
Say that an image, audio or video was generated or altered by AI when it could pass for real (deepfakes), and say so for text published to inform the public when no one has reviewed it under their editorial responsibility (Regulation (EU) 2024/1689, Article 50). We check that any assistant answering our customers tells them they are dealing with AI.
6. Training
Everyone who uses AI receives the guidance in this policy and training suited to their use (Regulation (EU) 2024/1689, Article 4). Date of the last training: [date].
7. Owner and incidents
Owner of this policy: [name, email]. Report to them straight away any significant error made by an AI tool, any entry of prohibited data and any complaint related to AI.
8. Review
This policy is reviewed at least once a year, and whenever a new tool or rule comes in.
Read and accepted by: [name] · Date: [ ] · Signature: [ ]
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