NOTE: This is a template, created in Gemini using three example policies from community power providers, and was then refined and edited by Pioneer. It should not be used without a full review by your legal and IT teams to make sure it fits your specific needs and follows all local laws and regulations.



[UTILITY NAME] Guidelines for Use of Artificial Intelligence Tools

As of [DATE]

This policy explains how [UTILITY NAME] staff can use A.I. tools responsibly while protecting utility and consumer data. 

1. Include Humans
A.I. tools are here to help us, not replace us. We must always have a person in charge.
· Don't rely only on A.I.: You cannot provide A.I.-made work as your final product without checking it (including the sources cited) yourself.
· Human touch: Do not use A.I. to write things on very sensitive topics that need a person's warmth and care.

2. Protect Data
Our company, staff and consumer information are held in trust. When using A.I., we must protect confidential data.
· No confidential data: Never put any private, secret or sensitive information into an A.I. tool hosted on public servers (ChatGPT, Gemini, Grok, Claude, Perplexity, etc.). This includes things like consumer names and addresses, staff records or proprietary company data.
· Due diligence: If you use a third-party A.I. system, make sure the company and its products follow our rules. Only use tools approved by the IT Department. Not sure if a tool can be used? Email [insert email address].
· Ask for help: If you have questions about what you can or can't put into an A.I. tool, ask your manager or the IT Department.
· Approved tools only: Do not use any A.I. tool or add-on that has not been approved by our IT Department.

3. Be Transparent
It's important to be honest about how we use A.I., both internally and externally.
· Disclose A.I. use: If asked, you must tell people that you used A.I. to help create a work product. 
· Don't pretend it's all your work: Never say a solution or response made by an A.I. is your work without saying A.I. was used and citing the source.
· Acknowledge the source: When you use A.I.-generated content in an official way, clearly say so and provide details on how the result was reviewed.

4. Know A.I. Limits
A.I. is not perfect. It can (and often does) make mistakes, known as hallucinations.
· Fact check everything: All content provided by A.I. must be reviewed and fact-checked to make sure it is correct.
· If you're unsure, don't use it: If you have any doubt about an answer an A.I. gives you, do not use it.

5. Roles
Everyone who works for or on behalf of [UTILITY NAME] is responsible for using A.I. tools safely and effectively.
· Your responsibility: 
· You are responsible for any materials you use that were made with A.I. 
· You must retain documents containing A.I. use in accordance with existing document retention policies. 
· Do not sign up for an A.I. tool account without approval from your manager and/or the IT Department. 
· If you have any concerns or see a problem with how A.I. is being used by another staff member, tell the IT Department immediately. 
· Managers: 
· Check with staff regularly to monitor A.I. tool use 
· Ensure your team is following A.I. policy guidelines.

· IT Department: 
· Manage access and training for all employees on how to use A.I. safely.
· Monitor A.I. systems and potential security threats to keep our work environment safe.

Consequences: Not following guidelines can lead to disciplinary action, up to and including dismissal.

6. Review and Improvement
We will check these guidelines often and update them as technology changes.
· Report concerns: Have a concern or problems with A.I.? Report it to the IT Department at [email].
· Policy review: Leadership will review the policy annually and update as needed.

