
AI Tool Usage Policy Template

Welcome to our team! We are excited to have you on board. As part of our commitment to utilizing
cutting-edge technology, we have established guidelines for the use of AI tools in the workplace.
Please review the following policy and reach out to us if you have any questions.

1. Purpose
The purpose of this policy is to outline the proper use of AI tools to enhance productivity and
efficiency in our organization.

2. Scope
This policy applies to all employees who have access to AI tools as part of their job
responsibilities.

3. Guidelines
- Employees are expected to use AI tools only for work-related tasks and in accordance with
company policies.
- Any data collected or generated by AI tools must be handled in compliance with data
privacy regulations.
- Employees should not rely solely on AI tools and must exercise critical thinking and
judgment in decision-making processes.
- Any issues or concerns regarding the use of AI tools should be reported to the IT
department immediately.

4. Training
All employees will receive training on the proper use of AI tools and best practices for
integrating them into their workflow.

5. Compliance
Failure to comply with this policy may result in disciplinary action, up to and including
termination of employment.

We are confident that by following these guidelines, we can harness the power of AI tools to drive
innovation and success in our organization. Thank you for your cooperation.
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