DENAgenticAI
Responsible AI Use Policy Starter Template
A practical starter template for organizations introducing generative AI, workplace AI tools, source-grounded assistants, workflow automation, or agentic systems.
1. Purpose
This policy explains how employees and approved partners may use AI tools responsibly, safely, and productively. It supports innovation while protecting confidential information, privacy, security, quality, and organizational trust.
2. Scope
This policy applies to all employees, contractors, consultants, and temporary workers who use AI tools for organization-related work, including public AI tools, suite-embedded assistants, approved enterprise AI systems, automation tools, and agentic workflows.
3. Approved Use Cases
Permitted uses may include drafting, summarizing, brainstorming, rewriting, research support, meeting notes, internal knowledge search, workflow support, and low-risk productivity tasks. Users remain responsible for reviewing outputs before use.
4. Prohibited or Restricted Use
Do not enter confidential, personal, regulated, client-sensitive, financial, legal, medical, security, or proprietary information into unapproved AI tools. Do not use AI as the final authority for legal, medical, financial, hiring, disciplinary, compliance, or high-impact decisions.
5. Human Review Requirements
AI output must be reviewed by a human before it is sent externally, used in a decision, published, entered into a system of record, or relied on for a high-stakes task.
6. Data and Privacy Rules
Use the minimum information necessary. Remove unnecessary identifiers. Follow internal data classification rules. When in doubt, ask a manager, privacy lead, security lead, or policy owner before using an AI tool.
7. Accuracy and Verification
Users must verify important facts, statistics, citations, calculations, recommendations, and source claims. AI output that sounds confident may still be incorrect or incomplete.
8. Bias, Fairness, and Inclusion
AI outputs should be checked for unfair assumptions, exclusionary language, stereotypes, and disproportionate impact on people or groups. Sensitive people-related decisions require human judgment and approved processes.
9. Tool Approval and Procurement
New AI tools should be reviewed for business fit, security, data handling, privacy, vendor terms, access control, auditability, and governance needs before broad use.
10. Escalation and Incident Reporting
Employees should report suspected data exposure, harmful output, inaccurate high-impact output, privacy concern, bias concern, or unsafe automation behavior to the designated owner immediately.
11. Ownership and Review Cycle
Policy owner: [Name / Role]. Review cycle: [Quarterly / Semi-annually / Annually]. Last updated: [Date].

Employee acknowledgment checklist
	Acknowledgment item
	Initials

	I understand that AI output must be reviewed before use.
	

	I will not enter confidential or sensitive information into unapproved tools.
	

	I will verify important claims before relying on them.
	

	I will escalate unsafe, biased, private, or harmful AI output.
	






