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[COMPANY NAME]  –  POLICY
AI IN THE WORKPLACE POLICY
How we use AI tools safely, legally and honestly – and how we make sure a person always checks the result.
	Reference
	Version
	Date issued
	Review date

	ARB-POL-11
	2.0
	[DD/MM/YYYY]
	[DD/MM/YYYY]



	At a glance

	What it covers
	AI tools such as ChatGPT, Claude, Copilot and Gemini, and AI features inside apps (quoting, tree ID, transcription, photo editing, CV screening).

	Who it applies to
	Everyone who works for us or on our behalf, including subcontractors, on work or personal devices.

	The key rule
	Use approved tools only. Keep customer data and tender information out of public tools. A person checks every output before it is used.

	Who to contact
	[AI lead / Manager name and phone]

	Time to read
	About 20 minutes. Crews can read the one-page summary and Appendix B.

	Where it is kept
	[Shared drive / HR app / office]. Reviewed every 12 months.



	Guidance for the business owner – remove before issue
In force now (checked 26/09/2026)
1. No UK AI Act. The UK has no AI-specific law, and the government has not introduced an AI Bill. Commentators do not expect one before the next King’s Speech. Existing law applies to AI use: UK GDPR and the Data Protection Act 2018, the Equality Act 2010, copyright law, consumer law and health and safety law. Regulators such as the ICO, CMA, EHRC and HSE apply it in their own areas.
1. Data (Use and Access) Act 2025 (DUAA). Section 80 replaced UK GDPR Article 22 with new Articles 22A to 22D on automated decision-making. It came into force on 5 February 2026 (SI 2026/82). Solely automated decisions with legal or similarly significant effects are now allowed on more lawful bases, including legitimate interests, but only with safeguards: tell the person, let them make representations, give them human intervention and let them contest the decision. Much tighter limits apply where special category data is used. Since 19 June 2026 you must also have a way for people to make data protection complaints and acknowledge them within 30 days (ARB-POL-04).
1. ICO guidance. "Guidance on AI and data protection"; "AI tools in recruitment" audit outcomes report (November 2024); a report on automated decision-making in recruitment and draft ADM and profiling guidance (31 March 2026; consultation closed 29 May 2026). The ICO expects meaningful human review, DPIAs, bias testing, supplier checks and clear information for candidates. On 30 September 2026 the ICO becomes the Information Commission.
1. Copyright. The government’s Report on Copyright and AI (18 March 2026) dropped the proposed text and data mining exception for now, said it intends to remove copyright protection for purely computer-generated works, and left AI content labelling to industry-led guidance.
1. EU AI Act (only if you sell into the EU, for example work in the Republic of Ireland, or your AI outputs are used there). It can apply to firms outside the EU. Banned practices and the AI literacy duty have applied since 2 February 2025; the Digital Omnibus on AI (applies from 27 July 2026) softened AI literacy to supporting staff’s AI literacy. Transparency duties (telling people they are dealing with AI, labelling deepfakes) apply from 2 August 2026. High-risk rules for employment uses such as recruitment were delayed to 2 December 2027.
Coming changes to watch
1. ICO final ADM and profiling guidance (expected winter 2026): check Section 6 and the recruitment rules in Appendix A.
1. ICO agentic AI guidance (consultation due September 2026, final expected spring 2027): check Section 8 if you let AI tools send emails, book work or act on their own.
1. Information Commission (from 30 September 2026): update any references to the ICO at the next review.
1. UK AI Bill: none yet. If one is announced, review the whole policy.
1. Copyright: watch for legislation removing protection for computer-generated works, and the government’s labelling guidance. Update Sections 5 and 7.
1. EU AI Act: high-risk employment rules from 2 December 2027, if you recruit or work in the EU.
Who it applies to. Data protection, equality and consumer law apply to businesses of every size, including sole traders. A DPIA is legally required before high-risk processing, which usually includes AI recruitment tools and staff monitoring.
Sources: legislation.gov.uk (DUAA 2025 s80; SI 2026/82); ICO (recruitment reports, ADM consultation page, plans for new guidance, Information Commission announcement); GOV.UK Report on Copyright and Artificial Intelligence (March 2026); Official Journal summaries of the EU AI Act and Digital Omnibus. The UK AI Bill position and EU dates were also checked against published legal commentary.
Tailor it. Fill in the tools register (Appendix A) before issue: tool, account type, what it is approved for, and data settings checked. Decide whether you allow AI on tenders at all. Name your AI lead. Fill in every [red] item and delete this box before issue.
Arborella provides this template as documentation support. It is not legal advice.



	If your business is larger (optional – delete if it does not apply)
Appoint an AI lead and keep a formal AI governance log: each tool, its owner, DPIA, supplier checks and review date.
With an HR function or recruitment software, run a DPIA and a bias check before go-live, and repeat them yearly. Ask suppliers for their bias testing results in writing.
With 50 or more employees, staff can ask for information and consultation arrangements (Information and Consultation of Employees Regulations 2004). Consult on AI monitoring or rota tools before you introduce them.
On larger public or construction contracts, expect buyers to ask about AI use in bids and in handling their data. Keep this policy, the register and training records ready to send.



	This policy on one page
1. Use approved tools only (Appendix A), logged in with your work account.
1. Never put customer names, addresses, phone numbers, photos of people or houses, or tender documents into a free or personal AI tool.
1. AI drafts, people decide. Check every output before you use it – especially RAMS, tree reports, prices and anything legal.
1. AI never makes a decision about a person on its own – hiring, rotas, warnings or pay.
1. Be honest with customers about AI. No fake reviews, no misleading photos.
1. Not sure? Check the traffic lights in Appendix B, or ask [AI lead / Manager name].




	1
	Why we have this policy and what it covers
Section 1 of 10  ·  About 2 minutes to read  ·  Everyone

	1.1	AI tools can save time in the office and on site. They can draft an email, summarise a long tender, turn a voice note into a job sheet, or suggest what a tree is. Used carelessly, they can also leak customer data, get facts badly wrong, copy other people’s work or treat people unfairly.



1.2	This policy tells you how to use AI safely, legally and honestly. The short version: use approved tools, keep personal and confidential information out, and always have a person check the result. AI can help you do the job. It does not do the job for you, and you stay responsible for what you use.
1.3	It covers two kinds of AI:
1. Generative AI tools that write, summarise, translate or make images, such as ChatGPT, Claude, Microsoft Copilot and Google Gemini.
1. AI features inside other apps, such as quoting and scheduling software, tree and plant ID apps, call and meeting transcription, photo editing, accounting software and CV screening in job sites.
	Word
	What it means here

	Approved tool
	A tool, and the type of account, listed in our AI tools register (Appendix A). Only approved tools may be used for work.

	Business account
	An account set up by us under business terms, with data settings we have checked (for example, your inputs are not used to train the tool). A free or personal account is not a business account.

	Public tool
	Any AI tool used through a free or personal account, or any tool not in the register.

	Personal data
	Anything that identifies a living person: names, addresses, phone numbers, emails, photos of people or car number plates, voice recordings, and notes about someone.

	Confidential information
	Tender documents and prices, client plans and drawings, our costs and margins, contracts, HR matters, passwords and anything marked confidential.

	Output
	Whatever the AI produces: text, a summary, a picture, a species ID, a price or a suggestion.

	Hallucination
	When AI states something false as if it were fact, such as a law, a British Standard clause or a reference that does not exist.



1.4	This policy applies to Directors, Managers, Team Leaders, employees, apprentices, agency workers and subcontractors when they do work for us. It applies on work devices and on personal devices used for work.

	2
	What you can and cannot use AI for
Section 2 of 10  ·  About 3 minutes to read  ·  Everyone

	2.1	You may use an approved tool for the tasks below, as long as you follow the rest of this policy. Appendix B has a traffic-light table to help you decide.



	Good uses
	Examples in our work

	Productivity
	Summarising meeting notes or a long document. Drafting routine emails and letters. Translating text. Automating repetitive admin, such as tidying a job list.

	Content
	First drafts of marketing posts, website text, presentations and reports. Images for internal or marketing use. Simple code or spreadsheet formulas.

	Learning
	Explaining a term or a topic, making quiz questions for a toolbox talk, or practising for an interview or assessment.

	Tenders (with care)
	Checking our own draft answer for clarity or word count, in a business account. Never paste the buyer’s documents or our prices into a public tool (Section 3).



Never use AI to:
1. create content that is discriminatory, offensive, harassing or harmful;
1. break copyright or other intellectual property rights;
1. process personal data or confidential information in a public tool;
1. deceive or mislead anyone, including customers, buyers, assessors or colleagues;
1. make decisions that have significant legal, ethical, financial or safety effects, or that affect someone’s health, safety or wellbeing, without a competent person deciding;
1. replace human judgement, empathy or contact where it matters, for example performance reviews, disciplinary or grievance matters, bad news, or a customer complaint; or
1. produce a risk assessment, method statement (RAMS), rescue plan, tree report or legal document that is used without a competent person checking and signing it.
	What this means for you
Office: you ask an approved tool to turn your rough notes into a polite reply to a customer asking when their hedge will be cut. You check the dates and the tone, then send it. That is a good use.
On site: a groundsperson asks a free chatbot on their own phone whether it is safe to fell a leaning ash with a split stem. That is a safety decision. Stop and ask your Team Leader and follow the RAMS.




	3
	Personal data and confidential information
Section 3 of 10  ·  About 3 minutes to read  ·  Everyone

	3.1	Anything you type, paste, upload or say into an AI tool may be stored, read by the provider or used to train the tool, unless we have a business account with the right settings. So:



1. No customer personal data in a public tool. Never put customer names, addresses, phone numbers, emails, site photos showing people, houses or number plates, or call recordings into a free or personal AI account.
1. Personal data may go into an approved tool only where the register (Appendix A) says that tool is approved for it, and only as much as the task needs. Remove names and addresses first if you can.
1. Never put special category data (for example health information, sickness notes or medical questionnaires) into any AI tool unless a Director has approved it after a data protection impact assessment (DPIA).
1. Follow our Data Protection Policy (ARB-POL-04). Using AI does not change our duties under UK GDPR. A data leak through an AI tool is a data breach. Report it the same day (Section 9).
Tenders and client information
1. Tender documents are usually confidential under the buyer’s instructions or the portal terms. Never upload invitation to tender (ITT) documents, specifications, drawings, pricing schedules or other bidders’ information to a public tool.
1. Only use AI on tender work in an approved business account, and only if the buyer’s rules allow it. Some buyers now ask whether AI was used. Answer honestly.
1. Never put our rates, costs, margins or the tender price into any AI tool that is not approved for confidential information.
1. Follow any client rules on AI, drawings and site photos (for example on utility, rail or construction sites).
	What this means for you
You are rushing a council grounds maintenance tender and want to paste the 60-page specification into a free chatbot to summarise it. Do not. Use the approved business account if the tender rules allow it or read the key sections yourself.
A tree ID app asks to upload your photo. If the photo shows the customer’s house number, car or children playing, crop it first or take a close-up of the leaves and bark instead.




	4
	Accuracy: a person checks everything
Section 4 of 10  ·  About 3 minutes to read  ·  Everyone

	4.1	AI can sound confident and still be wrong. It can invent laws, British Standard clauses, references, prices and dates. It can misidentify species, pests and diseases. A competent person must check every output before it is used, and the more serious the use, the more careful the check.



	Output
	Who checks it
	What to check

	RAMS, risk assessments, rescue plans, COSHH
	A competent person named by [Manager / Director], who then signs it
	Every hazard and control against the actual site, our kit and our procedures. AI must never be the only source for a safety document.

	Tree reports, species, pest and disease ID
	A qualified arborist
	Confirm on site. Report suspected notifiable pests or diseases (see ARB-POL-13 Biosecurity Policy), not what an app says.

	Legal, HR, contract and compliance content
	A Director, using official sources (GOV.UK, legislation.gov.uk, HSE, ICO)
	That every law, date and figure is real and current. Take advice where needed.

	Quotes, prices and calculations
	The person issuing the quote
	Measurements, quantities, VAT, totals and that it matches the survey.

	Tender answers
	Bid writer and a second reviewer
	Every claim is true and backed by evidence we hold. No invented experience, staff, accreditations or case studies.

	Emails, posts and letters
	The sender
	Facts, names, dates, tone, and that nothing confidential is included.



4.2	Use the AI output checklist (Appendix C) for anything that goes to a customer, a buyer, an assessor or into a safety document.
	AI never signs off safety
AI can help you draft or tidy a RAMS. It cannot visit the site, see the tree, spot the overhead line or know your team. The person who signs a RAMS, a rescue plan or a tree report is responsible for every word in it.



	What this means for you
An AI draft of a stump grinding RAMS quotes "Regulation 12 of the Stump Grinding Regulations 2019". There is no such law. Delete it and use the real sources in our master RAMS. If one reference is invented, check all of them.
A plant app says a tall white-flowered plant by the river is cow parsley. It might be giant hogweed, which burns skin. Treat it as hazardous until a competent person confirms it.



	5
	Copyright, bias and fairness
Section 5 of 10  ·  About 2 minutes to read  ·  Everyone, especially marketing and office staff

	Copyright



1. Do not ask AI to copy or closely imitate someone else’s work, logo, photos, written content or style, and do not upload other people’s work unless we have the right to use it.
1. Check AI images and text do not reproduce a recognisable brand, artwork or person. Never use AI to make a picture look like another firm’s work or a real person.
1. Do not assume we own, or can stop others copying, something made entirely by AI. The law on this is changing (see the owner guidance).
1. Keep a note of which AI tool made any image or text we publish (Appendix A).
Bias and fairness
5.1	AI learns from data that can hold stereotypes. It may, for example, describe every arborist as a young man, or mark down CVs with career gaps or non-UK qualifications. Check outputs for stereotypes and discriminatory language and remember that under the Equality Act 2010 we are responsible for any discrimination, even if a tool caused it.
	What this means for you
You ask an AI tool for an image of "our tree surgery team" for the website. It shows only young white men. Choose a different image, or better, use real photos of our team with their permission.



	6
	AI in recruitment and managing people
Section 6 of 10  ·  About 3 minutes to read  ·  Directors, Managers and anyone who recruits

	6.1	Using AI to sift CVs, score candidates, rank staff, plan rotas or monitor work can be high risk. The Information Commissioner’s Office (ICO) expects employers to be fair, open and to keep a real person in control.



Our rules
1. No decision about a person is made by AI alone. A real person with the authority and knowledge to change the outcome reviews every shortlist, rejection, score or warning, and makes the decision.
1. Before we use any AI tool in recruitment or to monitor staff, a Director completes a DPIA, checks the supplier (how it was tested for bias, what data it uses, where data is kept) and adds it to the register.
1. We tell candidates and staff when AI is used, what it does and how to ask for a person to review a decision.
1. We offer reasonable adjustments, for example an alternative to an AI video interview or online test, and we tell candidates how to ask.
1. We never use AI to infer health, disability, age, race, religion, sex, sexual orientation or other protected characteristics.
1. We check results for unfair patterns, for example if a tool keeps rejecting women or older applicants for climbing roles.
6.2	If a significant decision about someone is ever made by automated means, the law gives them the right to be told, to give their views, to have a person look at it again and to challenge it. Our rule of always having a person decide keeps us clear of this.
	What this means for you
A job board offers to "auto-reject" climber applicants who do not have a specific phrase in their CV. Switch it off. A strong candidate may describe their NPTC units differently. A person reads every application that meets the basic criteria.
A vehicle tracking app starts giving drivers an AI "risk score". Before it is used in any conversation about conduct, a Manager checks what it is based on, tells the team, and looks at the facts.



	7
	Being open with customers and the public
Section 7 of 10  ·  About 2 minutes to read  ·  Everyone who deals with customers

	7.1	We are honest about how we use AI. Customers should never be misled.



1. If a customer chats with an AI assistant on our website or social media, it must say clearly that it is automated and offer a way to reach a person.
1. Tell people before a call or site meeting is recorded or transcribed by an AI tool. Record it only where the register allows it and our privacy notice (ARB-POL-05) covers it.
1. Never use AI-edited photos to exaggerate our work, for example a before-and-after picture that has been altered. Label AI-generated images in marketing, for example "Illustration created with AI".
1. Never use AI to write fake reviews or testimonials, or to reply to reviews pretending to be a customer. This is banned under consumer law (see ARB-POL-15).
1. Quotes, reports and advice we send are our work. A competent person checks them, so we stand behind them whether AI helped.
1. If a customer or buyer asks whether AI was used, tell the truth.
	What this means for you
A customer asks the website chat, "Will you need to close the road to remove my oak?" The chatbot should say it cannot answer site-specific questions and pass the enquiry to the office. It must not guess.



	8
	Keeping AI use secure
Section 8 of 10  ·  About 2 minutes to read  ·  Everyone

	8.1	AI tools are online services. Follow our Cyber Security Policy (ARB-POL-03) when you use them.



1. Log in with your own work account, with multi-factor authentication (MFA) switched on. Never share logins.
1. Only install approved AI apps, plug-ins and browser extensions. Some ask for access to all your email, files or screen.
1. Do not let an AI tool send emails, make payments, book work or change records on its own unless a director has approved that set-up and a person checks it.
1. Be alert to AI-powered scams: cloned voices, fake video calls and very convincing emails that pretend to be a director, a supplier or a customer. Always check payment or bank-detail changes by calling a known number (ARB-POL-06).
1. Treat links, files and instructions that an AI tool produces with the same care as any email. Do not run code or macros from AI without checking.
1. If a work device with AI apps is lost or stolen, report it at once.
	What this means for you
You get a voice note that sounds exactly like the Director: "Pay the new chipper supplier £4,800 today, bank details to follow." Do not pay. Ring the Director on the number you already have. Voices can now be copied from a few seconds of video.



	9
	How to report a problem or ask for a new tool
Section 9 of 10  ·  About 1 minute to read  ·  Everyone

	If something goes wrong



	1
	Stop using the tool for that task. Do not delete anything.

	2
	Tell [AI lead / Manager name] the same day. Say what tool, what was entered, what came out and who has seen it.

	3
	If personal data may have been exposed, the data protection lead decides within 72 hours whether it must be reported to the ICO (ARB-POL-04).

	4
	If a wrong AI output has reached a customer, a buyer or a safety document, we correct it and tell the people affected.

	5
	We record what happened and what we changed, so it does not happen again.



To ask for a new tool or a new use
9.1	Ask [AI lead / Manager name]. They use the checks in Appendix A. You cannot use the tool for work until it is in the register. Nobody will be criticised for asking, for reporting a mistake early or for saying "I am not sure this is right".
9.2	If you have a concern about how someone else is using AI, you can also use the Whistleblowing Procedure in the Employee Handbook (ARB-HR-002).
	10
	Training, monitoring and review
Section 10 of 10  ·  About 2 minutes to read  ·  Directors and Managers

	10.1	Everyone is told about this policy at induction and in a yearly toolbox talk or briefing. Staff who use AI for tenders, marketing, HR or safety documents get extra guidance on the checks in Section 4.



10.2	Training covers: what is allowed, keeping data out, checking outputs, spotting scams, and where to get help. We keep a record of who has been trained.
10.3	We may review how AI tools are used on work accounts to check this policy is followed, as explained in our staff privacy information. We will not secretly monitor staff.
10.4	Breaking this policy may lead to disciplinary action under the Employee Handbook (ARB-HR-002), or to the end of a subcontract. Honest mistakes reported quickly will be treated as a chance to learn.
Review this policy sooner if…
1. the law or ICO guidance changes (see "Coming changes to watch" in the owner guidance);
1. we add a new AI tool, or an existing tool changes its terms or data settings;
1. we start using AI in recruitment, staff monitoring, quoting or customer chat;
1. there is an AI-related data breach, complaint, safety near miss or tender query; or
1. we start working for clients in the EU, for example in the Republic of Ireland.
Who is responsible for what
	Who
	What they must do

	Directors
	Own this policy. Approve tools and higher-risk uses (recruitment, monitoring, personal data). Complete DPIAs. Review the policy and register yearly.

	AI lead ([name])
	Keeps the tools register (Appendix A). Checks new tools and settings. Handles reports and questions. Arranges training.

	Managers
	Make sure their teams use approved tools only. Check AI-assisted tender answers, HR documents and customer letters. Keep a person in every people decision.

	Team Leaders
	Make sure RAMS, rescue plans and site decisions are made by competent people, not apps. Pass concerns to the office the same day.

	Everyone
	Follow this policy. Keep data out of public tools. Check outputs. Report mistakes and scams quickly.

	Subcontractors
	Follow the same rules when working for us, and never put our or our customers’ information into public AI tools.



Evidence auditors may ask for
Constructionline Gold, CHAS, SafeContractor and Arboricultural Association assessors, and tender evaluators, may ask to see:
	Evidence to keep
	Where / how often
	✓

	Signed and dated copy of this policy
	Policy file – yearly
	☐

	AI tools register, with data settings checked and review dates (Appendix A)
	AI lead – reviewed every [6 months]
	☐

	DPIAs for any AI used in recruitment, monitoring or with personal data
	Data protection file – before use, then yearly
	☐

	Record that staff have read the policy (induction or toolbox talk sign-in)
	Training records – at induction and yearly
	☐

	Completed AI output checklists for tenders and safety documents (Appendix C)
	Tender file or RAMS file
	☐

	Log of AI-related incidents, breaches and what was changed
	Incident log (ARB-POL-04)
	☐



	A
	Appendix A: Approved AI tools register
About 10 minutes per tool  ·  AI lead or Director

	Only tools listed here may be used for work. The examples in red show how to fill it in; replace them with your own tools and check each setting yourself. Review the register every [6 months] and whenever a tool changes its terms.



	Tool and account type
	Approved for
	Not approved for
	Data settings checked
	Owner / review

	[Example: business AI assistant, company licence]
	[Drafting, summaries, tender answers (own text)]
	[Health data, HR cases, buyer documents unless allowed]
	[Training on inputs off; MFA on; UK/EU storage – date]
	[Name / date]

	[Example: quoting software AI feature]
	[Draft quote text from survey notes]
	[Final prices without check]
	[Supplier terms read – date]
	[Name / date]

	[Example: tree and plant ID app]
	[Suggesting species; a person confirms]
	[Photos showing people or houses]
	[Photo storage checked – date]
	[Name / date]

	[Example: call or meeting transcription]
	[Internal meetings with consent]
	[Customer calls unless told first]
	[Recording notice in privacy notice – date]
	[Name / date]

	
	
	
	
	

	
	
	
	
	



Checks before we approve a tool
	✓
	Check
	Notes

	Data and privacy

	☐
	We know where our data is stored, and whether it leaves the UK (UK GDPR transfer rules).
	

	☐
	Our inputs are not used to train the tool, or we have switched this off (record how).
	

	☐
	Business terms and a data processing agreement are in place.
	

	☐
	A DPIA is done if the tool uses personal data in a high-risk way (recruitment, monitoring, special category data).
	

	Security

	☐
	Staff log in with individual work accounts and MFA (ARB-POL-03).
	

	☐
	We can remove access when someone leaves.
	

	☐
	Plug-ins or extensions only get the access they need.
	

	Quality and fairness

	☐
	We have tested it on real examples and checked the results.
	

	☐
	For people decisions: the supplier has told us how it tested for bias, and a person decides.
	

	☐
	Staff know what it is approved for and have been shown how to check its outputs.
	




	B
	Appendix B: Can I use AI for this?
About 2 minutes  ·  Everyone – keep a copy in the van and the office

	Use this table before you use AI. If your task is not listed, treat it as amber and ask. The light is shown in words as well as colour.
	Light
	Examples in our work
	What to do

	GREEN – go ahead
	Drafting a routine email about job dates, with no names in the prompt. Summarising our own toolbox talk notes. Ideas for a social media post about hedge-cutting season. Explaining a term such as "crown reduction" for a customer leaflet. Formatting a spreadsheet.
	Use an approved tool. Check the result before you send or publish it.

	AMBER – check first
	Improving our own tender answer in a business account. Drafting a customer letter about a complaint. First draft of a RAMS or toolbox talk. Tree or plant ID. Translating safety information for a colleague. Transcribing an internal meeting.
	Approved business account only. Remove names and addresses. A competent person checks every fact and signs it off (Appendix C). Ask [AI lead] if unsure.

	RED – stop, do not use AI
	Pasting a customer’s details, photos of people or a call recording into a free tool. Uploading ITT documents or our prices to a public tool. Letting AI reject job applicants or score staff. Using AI output as a RAMS, rescue plan or tree report without checking. Fake reviews. Health or HR case details in any tool.
	Do not do it. If it has already happened, report it the same day (Section 9). There is always another way – ask.







	C
	Appendix C: AI output checklist
About 5 minutes  ·  The person using the output, and a second checker for tenders and safety doc

	Use this before any AI-assisted work goes to a customer, a buyer, an assessor or into a safety document. Keep the completed checklist with the tender or RAMS file.
	Document / task
	
	Tool used
	

	Prepared by
	
	Date
	




	✓
	Check
	Initials

	Facts and accuracy

	☐
	Every fact, date, figure, measurement and price is correct.
	

	☐
	Every law, regulation, British Standard or guidance reference is real and current (checked on the official source).
	

	☐
	Nothing is invented: experience, staff, qualifications, accreditations, case studies or evidence.
	

	☐
	Species, pest or disease IDs have been confirmed by a competent person.
	

	Safety documents

	☐
	Hazards and controls match the actual site, kit, team and our master procedures.
	

	☐
	A competent person has read the whole document and signed it.
	

	Data, confidentiality and rights

	☐
	No personal data or confidential information went into a tool that is not approved for it.
	

	☐
	The output does not copy someone else’s work, logo, images or style.
	

	☐
	It is free of stereotypes and unfair or discriminatory language.
	

	Honesty

	☐
	AI images are labelled, and photos have not been altered to mislead.
	

	☐
	The tender or client rules on AI have been followed, and any AI question answered honestly.
	



	Checked by
	
	Date
	






	Policy statement
We use AI to help us work better, never to cut corners. We keep people’s information safe, we check what AI produces, and a person is always responsible for the decisions we make.



	Signed on behalf of [COMPANY NAME]. This policy is reviewed at least every 12 months.
	
	Director / Managing Director

	Name
	

	Signature
	

	Date
	






Related documents
	Reference
	Document

	ARB-POL-03
	Cyber Security Policy

	ARB-POL-04
	Data Protection Policy (UK GDPR)

	ARB-POL-05
	Privacy Notice – Customers and Website

	ARB-POL-06
	Fraud Prevention & Financial Integrity Policy

	ARB-POL-13
	Biosecurity Policy

	ARB-POL-15
	Customer Care and Complaints Policy

	ARB-POL-18
	Equality, Diversity and Inclusion Policy

	ARB-HR-002
	Employee Handbook (Whistleblowing and Disciplinary Procedures)

	[ref]
	Health & Safety Policy and master RAMS



Document control
	Document
	AI in the Workplace Policy (ARB-POL-11)

	Owner
	Company Director

	Approved by
	[Name, role]

	Status
	Controlled template – Live once approved

	Review
	At least every 12 months, and sooner if the law, guidance, our tools or the way we work changes (see Section 10)



	Ver.
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