
Sample AI in the Workplace Policy 
Sample 1​  

 
Purpose: To establish guidelines for the ethical and responsible use of Artificial Intelligence (AI) tools 

within [Organization Name], ensuring the protection of sensitive information, maintaining ethical 
standards, and enhancing service delivery. 

 
Scope: This policy applies to all employees, volunteers, contractors, and partners using AI tools and 

technologies as part of their work with [Organization Name]. 
 
Policy Statement: [Organization Name] is committed to leveraging AI tools to enhance our services and 

support our mission effectively. The use of AI must align with our core values, ethical standards, and 
legal obligations. 

 
Guidelines: 
 
1. Ethical Use: 
●​ AI tools must be used to complement human decision-making, not replace it. 
●​ AI applications should align with the organization’s mission and values, promoting the well-being of 

clients and the community. 
 

2. Privacy and Confidentiality: 
●​ Ensure that all data used in AI applications is anonymized and de-identified where possible. 
●​ Obtain informed consent from clients before using AI tools that involve their data. 
●​ Implement strict data protection protocols to prevent unauthorized access to sensitive information. 

 
3. Transparency: 
●​ Maintain transparency about the use of AI tools in our services, including clear communication with 

clients about how their data is used. 
●​ Document AI algorithms and decision-making processes to ensure they are understandable and 

accountable. 
 

4. Bias and Fairness: 
●​ Regularly audit AI systems for biases and take corrective action to ensure fair and equitable 

treatment of all clients. 
●​ Implement measures to mitigate any identified biases in AI algorithms. 

 
5. Regulation and Compliance: 
●​ Stay informed about relevant regulations and best practices for AI use and ensure compliance with 

all applicable laws. 
●​ Advocate for and contribute to the development of industry standards and guidelines for ethical AI 

use. 
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6. Training and Education: 
●​ Provide regular training for staff on the ethical use of AI, including its limitations and potential risks. 
●​ Encourage continuous learning about advancements in AI technology and their implications for 

social services. 
 

7. Accessibility: 
●​ Ensure AI tools are accessible to all clients, including those with disabilities. 
●​ Offer alternative methods of service delivery for clients who prefer not to use AI-based services. 

 
8. Feedback and Improvement: 
●​ Encourage feedback from clients and staff on the use of AI tools and incorporate this feedback into 

continuous improvement efforts. 
●​ Use AI to analyze feedback and identify areas for program and service enhancement. 

 
9. Use of Free vs. Subscription-Based AI Tools: 
●​ Be cautious about using free AI tools and understand the associated risks, including data security 

and privacy concerns. 
●​ Prefer subscription-based AI services that offer better data protection and support. 

 
Procedures: 
 
1. Implementation: 
●​ The [Department/Team] is responsible for the implementation and monitoring of this policy. 
●​ AI tools and applications must be reviewed and approved by the [Officer/Team] before use. 

 
2. Monitoring and Review: 
●​ Regularly review AI applications and their impact on service delivery and client outcomes. 
●​ Conduct annual audits to ensure compliance with this policy and update the policy as needed based 

on technological advancements and regulatory changes. 
 

3. Reporting: 
●​ Report any breaches of this policy or incidents involving AI tools to the [Compliance Officer/Team] 

immediately. 
●​ Document and address any issues or complaints related to AI use in a timely manner. 

 
4. Accountability: 
●​ Hold staff accountable for adhering to this policy and take disciplinary action in cases of 

non-compliance. 
 

Conclusion: 
By following these guidelines, [Organization Name] aims to harness the benefits of AI technology while 

upholding our commitment to ethical practices, client confidentiality, and high-quality service 
delivery. 

 
Contact Information: For questions or further information about this policy, please contact 

[Name/Department] at [Contact Information]. 
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Sample AI in the Workplace Policy 
Sample 2​  

Purpose: To define the acceptable and unacceptable uses of Artificial Intelligence (AI) within 
[Organization Name], ensuring that AI tools are used ethically, responsibly, and in alignment with the 
organization’s mission and values. 

Scope: This policy applies to all employees, volunteers, contractors, and partners involved in the use of 
AI tools and technologies within [Organization Name]. 

Policy Statement: 

[Organization Name] is committed to leveraging AI to enhance our services while ensuring ethical 
practices and protecting client data. This policy outlines the specific uses of AI that are permitted and 
those that are prohibited within our organization. 

Permitted Uses of AI: 

1. Data Analysis and Insights: 

●​ AI may be used to analyze large datasets to identify patterns, trends, and insights that can inform 
program development and decision-making. 

●​ Example: Using AI to analyze service delivery data to improve program effectiveness. 

2. Administrative Efficiency: 

●​ AI tools may be used to automate routine administrative tasks to improve efficiency and free up staff 
time for more complex tasks. 

●​ Example: AI-powered scheduling tools, email management, and automated report generation. 

3. Client Support: 

●​ AI may be used to provide immediate support and information to clients through AI-powered 
chatbots and virtual assistants. 

●​ Example: Chatbots that provide information about services, answer frequently asked questions, and 
direct clients to appropriate resources. 

4. Personalized Service Delivery: 

●​ AI may be used to tailor services and support to individual client needs based on data analysis and 
predictive modeling. 

●​ Example: AI tools that provide personalized recommendations for clients based on their specific 
circumstances and needs. 
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5. Training and Education: 

●​ AI may be used to develop and deliver training programs for staff, enhancing their skills and 
knowledge. 

●​ Example: AI-driven virtual reality training simulations for crisis intervention. 

Prohibited Uses of AI: 

1. Decision-Making Without Human Oversight: 

●​ AI shall not be used to make final decisions about client care, eligibility for services, or other critical 
areas without human oversight. 

●​ Example: Automated decisions about client eligibility for programs without review by a qualified staff 
member. 

2. Collection and Use of Sensitive Data Without Consent: 

●​ AI shall not be used to collect, analyze, or store sensitive client data without explicit informed consent 
from the client. 

●​ Example: Using AI to analyze client health records without their explicit consent. 

3. Surveillance and Monitoring: 

●​ AI shall not be used for continuous surveillance or monitoring of clients or staff without clear, 
transparent policies and legal justification. 

●​ Example: AI-powered surveillance cameras monitoring client activities without their knowledge and 
consent. 

4. Generating Content Without Attribution: 

●​ AI-generated content must be clearly identified as such, and human oversight must ensure its 
accuracy and appropriateness. 

●​ Example: Publishing AI-generated reports or articles without reviewing them for accuracy and without 
attribution. 

5. Bias and Discrimination: 

●​ AI shall not be used in ways that perpetuate bias or discrimination against any individual or group. 
●​ Example: AI algorithms that result in biased outcomes in hiring, service provision, or client 

assessment. 
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Implementation and Monitoring: 

1. Training: 

●​ All staff will receive training on the ethical use of AI, including understanding its capabilities, 
limitations, and the importance of human oversight. 

2. Monitoring and Evaluation: 

●​ Regular audits and evaluations will be conducted to ensure compliance with this policy and to assess 
the impact of AI on service delivery and client outcomes. 

3. Feedback Mechanism: 

●​ A system for reporting concerns or issues related to AI use will be established, allowing staff and 
clients to provide feedback and raise concerns. 

4. Continuous Improvement: 

●​ The policy will be reviewed and updated regularly to reflect technological advancements, regulatory 
changes, and feedback from stakeholders. 

Conclusion: 

By adhering to this AI Use Policy, [Organization Name] aims to harness the benefits of AI while ensuring 
ethical practices, protecting client data, and maintaining human oversight in critical decision-making 
processes. 

Contact Information: For questions or further information about this policy, please contact 
[Name/Department] at [Contact Information]. 
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