Artificial Intelligence (AI) Use Policy
[Organization Name]
**This framework is provided for educational purposes only and should be adapted in consultation with organizational leadership, legal counsel, and IT/security professionals.**
1. Purpose
This policy provides guidance for the responsible, ethical, and secure use of Artificial Intelligence (AI) tools within [Organization Name]. AI technologies may be used to support administrative efficiency, research, training development, and program planning.
AI tools are intended to assist staff, not replace professional judgment, supervision, ethical decision-making, or established agency policies and procedures. All services, documentation, and decisions affecting clients remain the responsibility of qualified human professionals.

2. Scope
This policy applies to all employees, contractors, interns, volunteers, and consultants who use AI tools in connection with their work for [Organization Name].
This includes the use of:
· Public AI tools (e.g., generative AI chat systems, writing assistants)
· Internal AI-enabled software or organizational systems
· AI used for program development, communications, training materials, research, or administrative tasks

3. Acceptable Uses of AI
AI tools may be used for supportive tasks such as:
· Drafting communications, reports, or training materials
· Brainstorming program ideas or outreach strategies
· Research summaries or literature reviews
· Editing, proofreading, and formatting documents
· Developing educational content or presentations
· Administrative efficiency and workflow support
AI should not be relied upon as a primary source of factual information without verification.

4. Professional Accountability
AI tools may assist in drafting, brainstorming, or content development; however:
· Staff remain fully responsible for reviewing, verifying, editing, and approving all AI-generated content prior to use.
· AI-generated outputs must be evaluated for accuracy, appropriateness, and alignment with agency standards.
· Decisions impacting clients, case management, eligibility determinations, or service delivery must always be made by qualified staff.
· Accountability for decisions, documentation, and services rests with the human professional—not the AI system.

5. Confidentiality and Data Protection
Protecting client privacy is a core ethical obligation of [Organization Name].
Staff must not enter or upload the following into public AI platforms unless specifically authorized by the organization and compliant with applicable privacy laws:
· Personally Identifiable Information (PII)
· Protected Health Information (PHI)
· Client names, addresses, or identifying details
· Case notes or case documentation
· Medical, mental health, or legal information
· Internal reports containing sensitive client or program data
When using AI tools:
· Use de-identified or generalized information only.
· Remove or modify details that could reasonably identify an individual or family.
· Follow all applicable laws and regulations including HIPAA, data privacy standards, and agency confidentiality policies.

6. Bias, Equity, and Ethical Review
AI systems can reflect biases present in training data. Because [Organization Name] serves diverse communities, staff must actively review AI-generated content to ensure it:
· Does not perpetuate stereotypes or discriminatory assumptions
· Does not exclude or marginalize vulnerable populations
· Reflects culturally responsive and trauma-informed language

7. Client Safety and Ethical Practice
AI must never be used to replace direct client services or professional assessment. Specifically,
AI tools must not be used to:
· Conduct risk assessments
· Provide mental health counseling
· Determine eligibility for services
· Replace professional supervision
· Make decisions affecting client safety or well-being
AI may support administrative or educational functions but must not substitute for licensed or trained professional judgment.
8. Transparency
When AI is used in the development of materials, reports, training resources, or communications, the organization may include an appropriate disclosure such as:
"Artificial Intelligence tools were used to assist with drafting or editing this material. Final review and approval were completed by staff at [Organization Name]."
Transparency helps maintain trust with partners, funders, and the community.

9. Security and Approved Tools
Staff should use organization-approved AI tools whenever possible.
Before using new AI tools for work purposes:
· Staff should confirm the platform meets organizational data security standards.
· Tools that store user data or reuse inputs for training should be avoided for sensitive work.

10. Training and Responsible Use
Employees will receive training on:
· Safe and responsible AI use
· Protecting confidential information
· Identifying bias in AI-generated content
· Appropriate use within social service and nonprofit settings
Staff are encouraged to approach AI as a support tool that enhances—not replaces—professional expertise.

11. Policy Compliance
Failure to follow this policy may result in disciplinary action consistent with [Organization Name] policies and procedures.
Questions about appropriate AI use should be directed to [Supervisor/Program Director/IT or Compliance Officer].

12. Policy Review
Because AI technologies evolve rapidly, this policy will be reviewed periodically and updated as needed to ensure continued compliance with ethical standards, privacy laws, and best practices in social work and community service.


