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AI ACCEPTABLE USE POLICY
A practical governance template for founders and business owners

	Company Name:  _____________________________________________
	Effective Date:  _____________________________________________

	Issued By:  _____________________________________________
	Version (This policy may be updated. Latest version applies):  _____________________________________________



PURPOSE
AI tools are powerful, productive, and here to stay. We encourage their use. But the way we use them must protect our company, our clients, and the trust they place in us.
This policy sets a clear standard for every person in our organisation.

WHO THIS APPLIES TO
Every employee, contractor, consultant, and team member — regardless of role, seniority, or device used.
Use of AI tools for work may be subject to monitoring and logging where applicable.

THE NON-NEGOTIABLE RULE

	Do not enter customer data, client names, financials, contracts, internal strategy, or any confidential information into any personal or free AI tool.
Simple test:  If you would not email this information to a stranger, do not paste it into a free AI tool.



This applies to all AI tools — not just ChatGPT. Including:

1. AI chatbots and assistants — ChatGPT, Claude, Gemini, Copilot, and others
1. Browser extensions with AI features
1. AI-powered meeting recorders and transcription tools
1. Writing assistants and document tools with AI built in
1. Any third-party app or plugin that uses AI to process your input

WHAT YOU CAN DO
Use AI freely for:

1. General research and learning
1. Drafting content that contains no confidential information
1. Personal productivity tasks unrelated to client or company data
1. Any task using only anonymised or publicly available information

APPROVED TOOLS
Only the following AI tools are approved for use with company or client data. Use of any other tool for such data is not permitted.

	List your company-approved AI tools here
e.g. ChatGPT Team, Claude for Work, Microsoft Copilot (corporate account)



When in doubt — If you are unsure whether something is safe to share in an AI tool — assume it is not, and seek clarification.
PERSONAL DEVICES
These rules apply whether you are working on a company device or your personal device.
If you are using a personal device for work purposes — this policy applies fully.

WHY THIS MATTERS
When you use a free personal AI account for work:

1. Your data leaves our company boundary
1. We have no contract with that AI company governing your data
1. In some cases that data is stored, reviewed, or used to train future AI models
1. If our client contracts prohibit sharing data with third parties — we may already be in breach

	This is not about blame. Most people are unaware. This policy brings clarity.



ACCOUNTABILITY
This policy has been shared with you directly.
If you have read and understood it — you are responsible for following it.

Any violation of this policy after receipt may result in disciplinary action and potential accountability as per company policy and applicable agreements.

QUESTIONS
If you are unsure whether a specific tool or task is covered by this policy — ask before you proceed.

Contact:  _____________________________________________


EMPLOYEE ACKNOWLEDGEMENT
By signing below, I confirm that I have read, understood, and agree to follow this AI Acceptable Use Policy.

	Full Name:  _____________________________________________
	Department:  _____________________________________________

	Signature:  _____________________________________________
	Date:  _____________________________________________
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