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AI Policy Template
Free template from helpdocs.io/templates/ai-policy/
1. Policy title and details
Give the policy a title, a version number, and an effective date. Then note who owns the document and who approved it. Wrap up by adding the date for the next scheduled review.
2. Purpose
The reason this policy exists is simple: you should be able to work productively with AI tools without putting our customers, staff, data, or the company's reputation at risk.
3. Scope
This policy applies to everyone working for or on your behalf, including employees and contractors. It also covers the AI you use: standalone assistants, AI features built into other software, and AI agents that take action on your systems.
4. Definitions
Define the terms this policy uses, like generative AI, AI tool, AI agent, confidential information, and personal data, in plain language. Keep each one brief and make sure it matches your other policies.
5. Approved and prohibited tools
This section covers the AI tools you're cleared to use at work, the ones that are off limits, and how to get a new tool approved.
	Tool
	Status
	Approved uses
	Notes

	
	Approved
	
	

	
	Prohibited
	
	


6. Data protection and confidentiality
Be specific about which information can and can't go into AI tools.
1. Keep out entirely: personal details about your customers or team members, login details, or anything protected by a confidentiality agreement, unless the tool's approved for that
1. Fine with approved tools: internal documents marked for that kind of use
1. Always okay: anything already out in the public
7. Human review and accuracy
AI won't always get things right. Its responses can be wrong, outdated, or skewed. You should check any AI output before you use it, publish it, or send it anywhere. The responsibility for that final work stays with you.
8. Transparency and disclosure
Point out where AI involvement has to be disclosed, such as in messages to customers, anything you publish, or decisions that affect people. Write down whatever labeling your organization asks for.
9. Intellectual property
Cover who owns work that AI produces, the risk of output looking like someone else's material, and what restrictions apply when AI touches code or creative assets. Then compare these rules with the terms of every tool you've approved.
10. Prohibited uses
You can't put it to work deciding who gets hired or disciplined without a human looking things over first, churning out misleading content, or slipping past security controls.
11. Roles and responsibilities
You'll see who's in charge of the policy, who signs off on new tools, who to ask if you have questions, and how to report a breach.
12. Training
Training to complete before working with AI tools on the job, and how often it gets updated.
13. Breaches and enforcement
How you report and investigate breaches, the outcomes that follow, and how those stay in line with your other disciplinary policies.
14. Revision history
	Version
	Date
	Author
	Change
	Next review

	1.0
	
	
	Initial version
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