[Organisation name]: using AI at work
· Use the AI tools on our approved list: [list or link].
· Put in only the types of information each tool is approved for. Passwords and security keys never go in.
· Check what AI gives you. You're responsible for what you use, send or publish.
· A person makes decisions about people, such as hiring, pay and performance.
· Ask [name or role] before you try a new tool, or whenever you're unsure.
· If something goes wrong, tell [name or role] straight away.
· The full policy: [link].
This template is a starting point, not legal advice. Check it against the laws that apply to your organisation, and with a lawyer if you're unsure.
