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	How to use this template
Replace everything in [square brackets] with your own details, delete anything that does not apply to your business, and delete this box before you issue the policy.
This template is a starting point, not legal advice. Have whoever advises you on data protection read it before you issue it, particularly if you are in a regulated sector.
Notes on each section: odyssey.uk/insights/ai-policy-template/



[Company name] AI use policy
1. Purpose
This policy lets our staff use AI tools to save time while keeping our clients' and our own information safe. It applies to everyone who works for [Company name], including contractors, on any device used for our work.
2. Approved tools
You may use only the AI tools listed here, for the purposes listed, signed in with your work account.
	Tool
	Approved for
	Data you may use

	[Microsoft 365 Copilot, work account]
	[Drafting, summarising and searching our own documents]
	[Anything you can already open in Microsoft 365]

	[Tool name]
	[Purpose]
	[Data allowed]

	[Tool name]
	[Purpose]
	[Data allowed]

	[Tool name]
	[Purpose]
	[Data allowed]



Any AI tool not on this list is not approved for work, including free and personal versions of approved tools.
3. Data that never goes into an unapproved tool
Never put any of these into an AI tool that is not on the approved list:
· personal data about clients, staff or anyone else;
· client documents or anything a client has shared in confidence;
· contracts, prices or financial records;
· passwords, keys or system details;
· [anything else specific to your business].
4. Checking the output
AI can be wrong, and it can sound sure of itself when it is. A person checks every piece of AI output before it is used, sent or relied on, and that person is responsible for it. [Tell the client when AI has drafted something they will rely on, if your sector or your contracts expect it.]
5. Asking for a new tool
Ask [role, for example the operations manager] before using a new AI tool for work. They will check where the tool keeps and processes data, whether our data is used to train it, and whether we can manage accounts centrally. Approved tools are added to section 2.
6. Accounts
Use AI tools only through accounts [Company name] provides and controls, with multi-factor sign-in turned on. Do not use a personal account for work, even for an approved tool.
7. If something goes wrong
If you put data into a tool by mistake, or think AI output has caused a problem, tell [role] straight away. Reporting it quickly matters more than how it happened.
8. Ownership and review
[Role] owns this policy and reviews it every [six] months, or sooner when we add or remove a tool.
Sign-off
Approved by: [name, role]
Last reviewed: [date]
Staff acknowledgement
I have read this policy and will follow it.    Name: ____________________    Signature: ____________________    Date: ____________
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