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1. Purpose & Definitions
This policy establishes guidelines for the responsible use of Artificial Intelligence (AI) tools and technologies within [Company Name]. Its aim is to ensure that AI is used ethically, securely, and in line with our business values and legal obligations.
AI tools: Any software or service that uses artificial intelligence to perform tasks. Confidential data: Information not intended for public disclosure, including client details, financial records, and proprietary information. 
Public AI tools: AI services accessible to the general public, such as online chatbots or generative AI platforms.

2. Scope
This policy applies to all employees, contractors, and third parties who use AI tools or services on behalf of [Company Name]. Non-compliance with this policy may result in disciplinary action, up to and including termination of employment or contract, in accordance with [Company Name]'s disciplinary procedures.

3. Acceptable Use
Employees may use AI tools for:
· Supporting productivity (e.g., drafting emails, creating summaries, brainstorming ideas).
· Automating routine tasks to improve efficiency.
· Assisting with data analysis and reporting, where accuracy can be verified.
AI must not be used for:
· Sharing confidential, personal, or sensitive company/client data with public AI tools.
· Making final business, financial, legal, or compliance decisions without human review.
· Creating misleading, biased, or discriminatory content.

4. Data Protection & Security
· Confidential or personal data must not be entered into AI tools unless approved and secure.
· Staff must follow [Company Name]’s Data Protection Policy when handling information.
· Any suspected misuse or breach must be reported immediately to [Data Protection Officer/Manager].

5. Accuracy & Accountability
· All outputs from AI tools must be fact-checked and reviewed by a human before use.
· Employees remain accountable for work produced with AI assistance.

6. Transparency
· When AI-generated content is used externally (e.g., client-facing documents, reports), it must be clearly reviewed and approved by a manager.
· Clients may be informed if AI tools significantly contributed to work, where appropriate.

7. Training & Awareness
[Company Name] will provide training to employees on safe and effective use of AI tools. Employees are expected to stay informed about risks and follow best practices.

8. Review
This policy will be reviewed annually, or sooner if significant changes occur in AI regulations or company practices.

Acknowledgement
I confirm that I have read and understood the AI Usage Policy and agree to follow the rules and responsibilities it sets out.
Employee Name: _____________________
Signature: __________________________
Date: ______________________________
