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We use AI tools to save time. This page sets out which tools we use, what can go into them, and where we never use AI. Everyone who uses AI at work reads it before they start.
1. Approved tools
	Tool
	What we use it for
	Approved for personal data?

	[e.g. Microsoft Copilot]
	[e.g. drafting emails and proposals]
	[Yes / No]

	[ ]
	[ ]
	[ ]

	[ ]
	[ ]
	[ ]

	[ ]
	[ ]
	[ ]

	[ ]
	[ ]
	[ ]


New tools are approved by [name] before anyone uses them for work.
2. What never goes into an AI tool
Customer or staff personal details, unless the tool is approved for personal data in the table above.
Confidential information: financial accounts, contracts, pricing under negotiation, passwords.
Anything a customer or supplier has asked us to keep private.
3. Check before it is used
AI output is a first draft. A person checks facts, figures, prices and dates before anything goes to a customer, is published, or is relied on.
4. Customers are told when it is AI
Any AI chatbot or assistant that talks to customers makes clear it is AI, not a person (EU AI Act, Article 50).
It passes any question it cannot answer from our own information to [name or role].
5. Where we never use AI
Recruiting or selecting staff, including screening CVs or scoring applicants.
Monitoring or rating staff performance.
Checking an individual person's creditworthiness.
These are high-risk uses under the EU AI Act (Annex III). These decisions, and every step leading to them, stay with people.
6. Training
Everyone gets a short briefing before using AI at work: the tools we use, where they make mistakes, and this policy. [name] keeps a record of who has had it and when (EU AI Act, Article 4).
7. Problems
If AI output that was wrong reaches a customer, or personal data goes into a tool it should not, tell [name] the same day. [name] decides what needs to be fixed or reported.
Template by BnK Consulting, bnkconsulting.eu. Written around the EU AI Act (Regulation (EU) 2024/1689, as amended in 2026) for small businesses. Not legal advice.




