[Insert Organisation Logo Here]
Artificial Intelligence (AI) Use Policy – Template

1. Purpose
This policy sets out how [Organisation] will use Artificial Intelligence (AI) tools in a safe, ethical, and responsible way. AI can improve efficiency, accessibility, and reduce repetitive tasks — but this must always be balanced with human rights, privacy, fairness, and accountability.
We are committed to using AI in ways that align with our organisational values, including [e.g. Te Tiriti o Waitangi and the Enabling Good Lives Principles]. 
2. Scope
This policy applies to all staff, volunteers, contractors, and any third party acting on behalf of [Organisation]. It covers the use of AI tools in all work-related contexts.
3. Definitions
· Sensitive data: Private or personal information about clients (including health, legal, or identity data), as well as any confidential organisational information (e.g. finances, strategy, or contracts).
· AI tools: Any technology, software, system, or device that uses artificial intelligence methods — including machine learning, natural language processing, computer vision, robotics, or generative algorithms (e.g. chatbots, image generators, automated transcription tools, or AI-enabled devices).
· Approved tool: An AI tool that has been assessed and authorised under [Organisation]’s vetting process (see section 7).
4. Principles
· Human-first with oversight: AI may support decision-making, but it does not replace human judgment. Humans must review and approve outputs, especially in high-risk or sensitive contexts.
· Transparency: AI use must be clearly disclosed where it affects clients, content, or services.
· Privacy & security: Only use AI tools that meet our data protection standards. Input data should be minimised and, where feasible, anonymised or pseudonymised.
· Fairness & bias mitigation: We commit to monitoring for and reducing bias and unfairness in AI use.
· Accessibility: AI tools and practices should enhance, not hinder, accessibility for staff and clients.
· Accountability: Individuals are responsible for how they use AI. Breaches of this policy may lead to disciplinary action.
5. Approved Tools & Use
· Only AI tools that have been assessed and approved under section 7 may be used for work.
· Staff must not input sensitive, personal, or confidential organisational data into any tool unless it has been approved and meets privacy safeguards. Unapproved AI tools may keep and use any information you input. This means sensitive client or organisational data could be shared, stored, or reused in ways we cannot control.  
· Approved tools must be used according to any conditions set by the organisation (e.g. limited data types, review processes, or opt-out mechanisms for clients).
6. What You Cannot Do
Staff must not:
· Input sensitive, personal, or client/organisational data into unapproved AI tools.
· Use AI tools to generate or make final decisions affecting people’s rights, health, or legal status without human review and approval.
· Publish, share, or distribute AI-generated content without appropriate human oversight.
· Mislead others by implying AI-generated content is fully human-created.
· Generate or share harmful, misleading, offensive, or discriminatory content using AI tools.
· Use AI tools for personal tasks during work time unless expressly permitted.
· Use AI tools to monitor staff or clients without explicit organisational approval and informed consent from the individuals affected. 
7. Criteria for Approving AI Services / Vendor Tools
When assessing an AI tool for approval, [Organisation] will consider the following:
· Privacy & security: The vendor must provide clear information about encryption, access controls, data use for training, retention, and deletion. Tools that minimise data collection are preferred.
· Legal compliance: Tools must comply with New Zealand law, including the Privacy Act 2020, and any sector-specific legal obligations.
· Accuracy, bias & fairness: Vendors should demonstrate steps to reduce bias and improve accuracy. Staff must assess the reliability and fairness of outputs before using them in decisions or public content.
· Data handling: Preference will be given to tools that allow deletion or export of user data. Vendors must explain how input data is processed, stored, anonymised/pseudonymised, and how long it is retained.
· Accessibility & inclusivity: Preference will be given to tools that meet recognised accessibility standards (e.g. WCAG 2.2) and serve a wide range of users.
· Environmental impact: Preference will be given to tools that prioritise environmental sustainability.
· Ethical sourcing: Preference will be given to tools developed using ethical data practices. Tools built using exploitative methods (e.g. scraping, low-wage data annotation) may be deprioritised.
8. Governance, Accountability & Review
· Oversight: [Role/Team] is responsible for maintaining the list of approved tools, reviewing compliance, and investigating concerns or breaches.
· Audits: AI use and outputs will be reviewed periodically — at least annually — for compliance with this policy, especially privacy, fairness, and bias.
· Policy review: This policy will be reviewed at least once a year, or sooner if there are major changes in law, risk, or technology.
· Incident reporting: Staff must promptly report any problems, harmful or misleading outputs, or breaches to their line manager or the oversight team.
9. Stakeholder Communication & Consent
· Clients, donors, and other stakeholders must be informed when their data may be processed using AI tools.
· Consent must be obtained for any AI use that goes beyond ordinary operations or introduces new risks.
· AI-generated content used in public-facing communications must include a clear disclosure.
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