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1. Purpose
[Organization name] uses artificial intelligence (AI) tools to support our work. This policy explains how staff are expected to use AI tools responsibly, what information should not be shared with them, and where to go with questions.
This policy is not a substitute for legal advice or for any contractual or regulatory obligations that apply to your work.
2. Scope
This policy applies to all staff, contractors, and volunteers who use AI tools in the course of their work for [organization name], whether the tool is provided by the organization or accessed personally.
3. Approved tools
Only AI tools that have been reviewed and approved by [role or team, e.g. IT] may be used for work involving organizational information.
1. A current list of approved tools is maintained at: [link to your technology stack inventory].
1. To request a new AI tool, contact: [role / team / email].
4. Acceptable uses
You may use approved AI tools for tasks such as:
1. Drafting, summarizing, or editing documents that do not contain sensitive information.
1. Brainstorming ideas and outlines.
1. Translating publicly available content.
1. Writing or reviewing code in approved environments.
1. Other tasks where the input and output are appropriate to share with the tool's vendor.
5. Information you must not share with AI tools
Unless the tool has been specifically approved for this purpose, do not enter the following into any AI tool:
1. Personal information about clients, members, donors, or staff (names, contact details, identifiers).
1. Sensitive personal information (health, financial, immigration, legal status, etc.).
1. Confidential organizational information (unpublished financials, strategy, HR matters).
1. Passwords, API keys, or other credentials.
1. Information covered by a confidentiality agreement or contractual restriction.
If you are unsure whether information is appropriate to share, ask before sharing.
6. Reviewing AI output
AI tools can produce inaccurate, biased, or fabricated results.
1. You are responsible for any AI-assisted work you submit or publish.
1. Review AI output before relying on it, sharing it externally, or making decisions based on it.
1. Cite or disclose AI assistance where required by your role or by the recipient.
7. Decisions about people
AI tools must not be the sole basis for decisions that significantly affect a person (for example, hiring, firing, eligibility, benefits, or discipline). A qualified person must make and document the final decision.
8. Reporting concerns
If you see misuse, a possible data exposure, or output that appears harmful or discriminatory, report it to [role / team / email] promptly.
9. Policy review and version history
This policy is owned by [role or team] and reviewed at least annually.
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