Using AI tools at work: [Company name]
Your AI contact: [name, job title, email]. This is the person who approves AI use, answers questions and handles mistakes.
Use only our approved tools, signed in with your work account. Approved: [tool names]. Don’t use a personal account, a personal phone app or a free website for work material.
Fine to put in:
· Public material, such as our website text or published prices.
· Internal drafts and notes that contain no customer or staff personal details.
Ask your AI contact first:
· Anything with customer or staff names plus contact details, account numbers or other identifiers.
· Contracts, quotes and anything a client gave us in confidence.
Never put in:
· NRIC or passport numbers, bank or card details, passwords or access keys.
· Health records or anything about children.
Check before it leaves. A person reads and checks anything that goes to a customer, a regulator or a bank, or is saved as the official record. Check numbers, dates, names and quotes against the original.
If something goes in by mistake, tell your AI contact straight away, on the same day. Nobody is in trouble for reporting. The company has to decide within days whether the law requires it to report the mistake, and cannot do that if it hears late.
Questions or new tools: ask your AI contact.
