[Organisation name] AI acceptable use policy
Version [1.0] · Approved [date] by [name or role] · Next review [date]
1. Why we have this policy
AI tools can help us do good work more quickly. This policy sets out how we use them, so you can use them with confidence, and so our clients, customers and colleagues can trust what we produce.
2. Who it covers
Everyone who works for or with [Organisation name], including employees, contractors and volunteers, whenever they use AI for our work or with our information.
3. The AI tools you can use
You can use the AI tools on our approved list for your work. The list says what each tool is for and any limits on it: [link to your list, or use the table below].
	Tool
	Decision
	What it's for, and any limits

	[Tool and plan]
	Approved
	[Drafting, summarising and research]

	[Tool and plan]
	Approved with limits
	[Internal work only. No client or customer information.]

	[Tool and plan]
	Not approved
	Use [approved tool] instead.



If a tool isn't on the list, ask before you use it for work (section 7). That includes free and personal accounts of a tool that is on the list, unless the list says otherwise.
4. What you can put into AI tools
Each approved tool lists the types of information it can be used with. As a guide:
· Published information and general questions can go into any approved tool.
· Internal work can go into tools approved for internal work.
· Client or customer information, information about staff, financial information and health information go only into tools approved for that type of information, and only when the work needs it.
· Passwords, security keys and [any other information your organisation never shares] never go into an AI tool.
If you're unsure which type of information something is, treat it as the more sensitive one, or ask.
5. Checking what AI gives you
AI tools can be wrong while sounding sure. You're responsible for anything you use, send or publish, whether or not AI helped with it.
· Check facts, figures, names and quotes before you rely on them.
· Read anything AI drafts before it goes to a client, a customer or the public.
· [Say when AI wrote a substantial part of something, where a client or the work expects it.]
6. Decisions a person makes
AI can help prepare decisions that affect people, but a person makes them: hiring, pay, performance, and anything else that could significantly affect someone. [Add any other decisions your organisation keeps for a person.]
Never use AI to create images, audio or video of a real person without their permission, or for anything that breaks the law or our other policies.
7. New tools and questions
To try a tool that isn't on the list, ask [name or role] first, and say what you'd use it for and which types of information would go into it. If you're not sure whether something is allowed, ask [name, role or channel] before you go ahead.
8. If something goes wrong
If information goes into an AI tool that it shouldn't have, or something AI produced causes a problem, tell [name or role] straight away. Reporting it early is always the right thing to do, and it's how we put things right quickly.
9. Your information
[Organisation name] may record which AI tools you use, and ask you about them, to decide which tools to keep and where people need help. [Say what you record, who sees it, and link to your privacy notice for staff.]
10. Reviews and changes
We review this policy every [six or twelve] months, and whenever we approve or retire a tool. When it changes, we'll tell you what changed and ask you to confirm the new version.
Confirmation
I've read this policy and I'll follow it.
Name: ______________________________
Date: ______________________________
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.
