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 Artificial Intelligence (AI) Acceptable Use Policy
 


Purpose 
Artificial Intelligence is the ability of machines or software to have human-like intellectual capabilities which can be used as tools to assist in developing solutions. This comprehensive Artificial Intelligence (AI) Acceptable Use Policy is to provide guidelines and ethical uses of AI technology throughout [COMPANY NAME] (“The Company”). This policy is to ensure that all employees are using AI technological systems in a manner that complies with legal and regulatory standards and upholds the company's morals and values. 

Scope
This policy applies to all of the company’s employees, contractors, & partners, who utilize approved AI technical systems (see list of approved AI technical systems below). AI technical systems are to be approved by the President.  
Terms
Artificial Intelligence (AI): The ability of machines or software to learn, think, or autonomously carry out tasks normally associated with human intelligence, which can be used as tools to assist in developing solutions.
Approved AI Technical System(s): Software, platforms, and any other form of Artificial Intelligence (AI) system that the President has approved for use for the company. 
Protected Health Information (PHI): Protected medical information as defined by the Department of Health and Human Services. 
Personally Identifiable Information (PII): Protected personal information as defined by the Department of Defense.



Approved AI Technical System(s)

The list of approved AI technical systems include:
	Name
	Website
	Approved Use

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	





Policy
This policy is to allow employees to utilize Approved AI Technical Systems while complying with the following requirements for acceptable use. 
· AI Technical Systems are approved by the President after careful consideration of risk and exposure.
· All AI vendor accounts must be company owned accounts maintained with an email address and subscription managed and paid for by the Company. No personal accounts are authorized to be used for company purposes. 
· Personal accounts for AI vendors should never be used on company owned devices or exposed to company data.
· It is never acceptable to provide the Approved AI Technical Systems with the following:
· patient or client data, PHI, or PII.
· the company’s personnel information
· the company’s personnels; family information.
· the company’s financial information.
· the company’s data that has been classified as confidential or proprietary. 
· Any unapproved uses of an Approved AI Technical System are forbidden or must be disclosed to the department manager before completion. 
· Work products produced by an Approved AI Technical System should be reviewed and edited for errors before being published for internal or external use. Suggestions include utilizing a second trusted source to check for correctness, or through peer or manager review of the content.  
· Identify and mitigate biases by ensuring any use of the Approved AI Technical System is fair, inclusive, and non-discriminatory. 
· Approved AI Technical Systems must be used ethically, responsibly, and without malicious intent. 
· Approved AI Technical System must be used following the ethical standards in the Employee Handbook. 


Disciplinary Action 
Any use of AI technical systems outside of the acceptable uses listed in the previous section of this policy can be subject to disciplinary action as stated in the Employee Handbook. 

Acts of unacceptable use can include but are not limited to:
· use of an unapproved AI Technical System. 
· unapproved use of an approved AI Technical System.
· providing PII or PHI of any kind to an approved or unapproved AI Technical System.
· publishing any work without the required review by a peer and department manager.
· non-compliance with legal and regulatory requirements including federal, state, or foreign privacy laws.

Document Review & Owner 
This policy is to be reviewed annually by the document owner. 
[CONTACT NAME]
[CONTACT EMAIL]
[CONTACT PHONE]






Document Control 

	Version
	Changes
	Revised by
	Date

	1.0
	
	[CONTACT NAME]
	[DATE]

	
	
	
	

	
	
	
	















AI Acceptable Use Employee Acknowledgement Form

I have read, understand, and agree to comply with the Artificial Intelligence (AI) Acceptable Use rules, and conditions governing the security of PHI, PII, and sensitive company data. I am aware that violations of this policy may subject me to disciplinary action and may include termination of my employment.

By signing this Agreement, I agree to comply with its terms and conditions. 

	_______________________________________
	_____________________________

	Signature
	Date
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