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FREE TEMPLATE · NEXODOCS
POL-AI-01
Acceptable Use of Generative AI Tools Policy
Topic-specific policy for staff · supports Annex A of ISO/IEC 42001:2023: A.9.2, A.9.4 and A.7.3
Free template by NexoDocs. You may adapt it and use it freely in your organization; if you publish or share it, please credit the source (nexodocs.com). It is a starting point, not legal advice: adjust it to your tools, your classification policy and the laws that apply to you. Full version with an AI policy, impact assessment, inventory and 60 more documents: ISO/IEC 42001 Toolkit at nexodocs.com.
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	Implementation note (delete before publishing)
This is the policy most staff will read. Keep it short and concrete, list the approved tools by name and explain what data may be entered into each. Review it often: tools and their terms change quickly.
Align it with your information classification policy and your personal data protection policy.



1. Purpose
To allow staff at [ORGANIZATION] to benefit from generative AI tools (chat assistants, writing, coding, image and meeting tools) while protecting information, people and the organization.
1. Scope
Applies to all staff and contractors who use generative AI tools for work, on company or personal devices.
1. Approved tools
	Tool
	Approved use
	Maximum data classification

	[Corporate assistant, enterprise license]
	[Drafting, summarizing, analysis]
	[Confidential]

	[Coding assistant]
	[Code suggestions in approved repositories]
	[Internal]

	[Public free tools]
	[General questions without company data]
	[Public]



1. Rules
1. Use only the tools listed above for work; request new tools from the [AIMS_MANAGER].
1. Do not enter information above the classification allowed for each tool, and never enter passwords, keys or customer personal data into tools that are not approved for it.
1. Review and verify every output before using it: generative AI can invent facts, references and code that looks correct.
1. You remain responsible for the work you deliver, including AI-assisted content.
1. Indicate that content was generated with AI when required by law, by the client or by [ORGANIZATION]'s rules.
1. Respect intellectual property: do not use AI to reproduce protected content, and check licenses of generated code.
1. Do not use AI tools to make decisions about people (hiring, evaluation, discipline) unless the use has been approved under the organization’s AI policy.
1. Report incorrect, harmful or unexpected outputs and any data entered by mistake through the official reporting channel.
1. Meeting and recording tools
AI tools that record, transcribe or summarize meetings may only be used with the knowledge of all participants and in accordance with the personal data protection policy.
1. Responsibilities
	Role
	Responsibilities

	All staff
	Follow this policy and complete the AI awareness training.

	Line managers
	Promote responsible use in their teams.

	[AIMS_MANAGER]
	Maintain the list of approved tools and answer questions.

	IT
	Configure enterprise tools and block unapproved ones where required.



1. Monitoring and records
	Record or evidence
	Where it is kept
	Owner

	List of approved tools and their assessment
	Inventory of approved AI tools
	[AIMS_MANAGER]

	Training completion
	Training record
	HR

	Reported issues
	Incident log
	[AIMS_MANAGER]



Suggested indicators: percentage of staff trained; number of unapproved tools detected.
1. Review
This policy is reviewed [every 6 months] or when approved tools or their terms change.
	Decisions your organization must make before approval (delete before publishing)
• Which tools are approved and for which data classification.
• Whether personal devices may be used with AI tools for work.
• How unapproved tools will be detected or blocked.



	What the auditor usually checks (delete before publishing)
That the approved tool list exists and matches what staff use.
Training records.
Assessment of the terms of use of approved tools (data retention and training use).
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