
Practical Steps to Shape Your Organisation's AI
Use Policy
Generative AI tools have become common in workplaces of all sizes. Employees use them to
draft emails, summarise documents, brainstorm ideas, and even write code. This rapid
adoption creates a challenge for organisations: how to encourage productive use without
exposing the business to legal, reputational, or security risks. A clear and practical framework
helps teams make sound decisions while staying within acceptable boundaries.

Why a Written Framework Matters
When people are left to figure out the rules on their own, they often default to one of two
extremes. Some avoid the tools entirely, missing out on genuine productivity gains. Others use
them indiscriminately, feeding sensitive data into public models or relying on outputs that are
wrong or biased. Neither approach serves the organisation well. A written set of guidelines
closes this gap by defining what is encouraged, what is permitted with caution, and what is off
limits.

Beyond reducing risk, a thoughtful policy also builds trust. Employees appreciate knowing
where they stand and what safeguards are in place. It signals that the organisation takes
privacy, accuracy, and fairness seriously. And when the rules are explained clearly, people are
more likely to follow them voluntarily rather than seeing them as arbitrary restrictions.

What a Good AI Use Policy Covers
There is no single template that works for every business, but most effective policies address
a handful of core areas. The goal is to be specific enough to guide behaviour without being so
detailed that the document becomes outdated as tools evolve.
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Data Privacy and Confidentiality

The most immediate risk with generative AI is data leakage. When a person pastes text into a
public chatbot, that input often becomes part of the model's training data or is stored by the
provider. A policy should clearly state what types of information must never be entered into
unapproved tools. Typical examples include customer personally identifiable information,
financial records, trade secrets, and internal strategy documents. For each category, the policy
should point to approved alternatives, such as a private instance of the tool that keeps data
within the organisation's control.
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Accuracy and Human Oversight

Generative AI produces text that sounds confident, even when it is wrong. A policy should
require that any AI-generated output used in external communications, customer-facing
materials, or important internal decisions be reviewed by a person who can verify the facts.
This human-in-the-loop step catches errors before they cause harm. It also reinforces the
principle that the organisation, not the AI, is accountable for what it publishes or acts on.

Acceptable Use Cases

Not every task is suitable for AI. Some jobs, like writing a first draft of a routine email or
summarising an internal meeting, are low risk. Others, such as generating legal advice or
medical recommendations, carry serious consequences if the output is wrong. A policy should
list approved use cases and flag those that require extra approval or are entirely prohibited.
This prevents well-meaning employees from applying the tool in areas where it is not reliable.

Transparency and Attribution

When AI contributes to a piece of work, readers often expect to know. A policy can set
expectations about when and how to disclose AI involvement. For example, a team might
decide that internal documents do not need a disclosure, but client reports or public articles
should include a note that AI was used in drafting. This builds credibility and avoids
accusations of deception.

Writing the Policy in Plain Language
Many corporate policies fail because they read like legal contracts. People skim them and miss
the important parts. An effective AI use policy is written in plain, direct language that any
employee can understand. Short sentences, concrete examples, and a logical flow help readers
absorb the rules. Avoid jargon and vague phrases like "use reasonable efforts" or "as
appropriate." Instead, say what the person should actually do.

The tone matters too. A policy that sounds punitive may discourage reporting of mistakes or
questions. A policy that sounds supportive invites people to ask for clarification when they are
unsure. Frame the rules as guidance that helps everyone work smarter and safer, not as a list
of punishments waiting to happen.

How to Roll Out the Policy
Writing the document is only half the work. The rollout determines whether it becomes a living
reference or a forgotten PDF. Start by sharing the policy with managers and team leads first, so
they can answer questions and model the behaviour. Then communicate it to the whole
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organisation through a channel that encourages discussion, such as a town hall, a workshop,
or a dedicated Slack channel.

Training is essential. People need to understand not just what the rules are, but why they exist.
A short interactive session that walks through real scenarios helps people connect the policy
to their daily work. For example, ask the group: "You receive a draft from an AI tool that
contains a statistic. What do you do before forwarding it to the client?" The discussion that
follows teaches the principle of verification far better than a paragraph on the page ever could.

Review the policy regularly. The AI landscape changes fast, and rules that made sense six
months ago may already be outdated. Schedule a formal review every quarter, with the option
to make smaller updates as needed. Track where people are making mistakes or asking
questions, and use those signals to improve the guidance.

Common Pitfalls to Avoid
One common mistake is making the policy too restrictive. If every use of AI requires manager
approval, most people will either ignore the rule or bypass it with unapproved tools. A more
effective approach is to set clear boundaries and trust employees to operate within them, with
escalating consequences for clear violations.

Another pitfall is ignoring the tools that employees already use. If a policy only addresses the
company's official AI subscription but says nothing about the free chatbots employees have
bookmarked, it leaves a gap. A good policy covers any AI tool that interacts with company
data, regardless of how it was acquired.

Finally, avoid treating the policy as a one-time project. The best policies are updated as new
risks and capabilities emerge. The first version does not need to be perfect. It needs to be
good enough to start the conversation and build a habit of responsible use.

Leading by Example
When leadership uses AI transparently and follows the same rules, it sends a powerful
message. If the CEO shares an AI-generated report without reviewing it for accuracy,
employees will notice that the rules are optional. If the leadership team openly discusses how
they verify outputs and protect sensitive data, it sets a standard for everyone else.

An effective AI use policy is not a static document. It is a framework that evolves with the
organisation's understanding of the technology. Start with something concrete, communicate it
clearly, and keep improving it. That approach will serve the organisation better than waiting for
a perfect version that never arrives.



For organisations seeking further guidance on building responsible AI practices, United Ceres
College at 37 Middle Rd, #05-00, Singapore 188946 offers workforce learning resources that
help teams develop sound governance, privacy, and oversight habits. You can reach them at
+65 8699 3609 for more information.


