
  

 

Artificial Intelligence (AI) Usage Policy 
Empowering Co-Owners Through Responsible AI Use 

Purpose 

At Wire Experts Group, we believe artificial intelligence (AI) can greatly improve our 
productivity, creativity, and problem-solving. We want every co-owner to feel empowered to use 
AI tools (especially secure, private ones) to do their job better. However, with this opportunity 
comes responsibility. AI is a tool to assist your critical thinking – not replace it. 

This policy explains how to use AI in our company responsibly. Instead of banning AI, we trust 
you to use good judgment, take ownership of your actions, and choose the right tools. 

Acceptable Uses of AI 

You are encouraged to use AI for appropriate tasks (that do not involve sensitive information) to 
work smarter. For example, you can use AI to: 

 Brainstorm and Ideation: Generate new ideas, designs, or solutions. AI can offer 
creative suggestions to help solve problems or improve products. 

 Content Drafting and Editing: Draft emails, reports, or documents and polish your 
writing. AI can help check grammar or rewrite for clarity – just remember to review and 
correct any errors. 

 Research and Summaries: Get quick answers on general knowledge, summarize articles 
or data, and gather insights from public information to support your decisions. 

 Routine Tasks: Automate simple, repetitive tasks like formatting spreadsheets or 
creating basic charts. This frees up time for you to focus on more critical thinking and 
complex work. 

Note: Always avoid inputting any confidential or proprietary company information into public 
AI tools, even for the above tasks. Use company-approved AI tools for work-related content 
whenever possible. 

Core Principles 

1. The Responsibility Is Yours: You are responsible for using AI tools safely and 
effectively. We trust you to use AI with care and awareness of the risks, just as we trust 
you with any important business decision. Always think before you use AI and ensure it’s 
the right tool for the job. 

2. Use Secure Company AI Tools: Whenever possible, use company-approved AI 
platforms that operate within our secure IT environment. These trusted tools protect our 
data. We encourage you to experiment and innovate with approved AI to boost your 



  

 

performance, creativity, and problem-solving (just make sure your use aligns with our 
company’s values and goals). 

3. Treat Public AI as Public: Be cautious with public-facing AI services (e.g. the free 
ChatGPT website or similar tools). Using a public AI is like posting on a public forum – 
assume anything you type in could be seen, stored, or reused by others. Never enter 
confidential, sensitive, or private information into a public AI. Always double-check if 
an AI tool is company-approved (secure) or a public one, and act accordingly. 

4. You Are Accountable for the Results: AI can draft content and provide answers, but 
you are ultimately accountable for the final result. Use your critical thinking to evaluate 
AI’s suggestions. It’s your job to verify that any AI-generated output is accurate, truthful, 
and appropriate before using it. Double-check important facts, and if an AI output will be 
used in a major decision or shared externally, have a knowledgeable colleague or 
manager review it first. 

5. Be Transparent About AI Use: Honesty builds trust. If you use AI to help create 
content — especially content for customers, partners, or team projects — let others know 
that AI was involved (unless it was a minor editorial tweak). For example, you might 
note in a report or email that “This draft was developed with help from an AI tool.” Being 
open about AI’s role prevents misunderstandings and helps everyone learn from our AI 
experiences. 

Prohibited Uses 

While we encourage flexibility, there are clear lines that must not be crossed. Do NOT use AI in 
the following ways: 

 Fabricating or Misleading Content: Never use AI to generate false information, fake 
data, fabricated credentials, or misleading reports. Honesty and accuracy are paramount. 

 Sharing Sensitive Information: Do not input customer data, trade secrets, financial 
information, personal employee data, or any proprietary material into public/unapproved 
AI tools. We must protect confidential information at all times. 

 Legal, Regulatory, or Safety Advice: Do not rely on AI for legal advice, interpreting 
regulations, or making safety-critical decisions. Only qualified professionals should 
handle these areas. Use AI to assist research if needed, but always consult a human expert 
for final judgments in these domains. 

 Impersonation of Humans: Do not use AI to impersonate a human or represent itself as 
“real” in communications where transparency is expected. For instance, you should not 
have an AI respond to customers or partners as if it were you. Always reveal AI 
involvement if someone might assume they are interacting with a human. 

 Compromising Quality or Compliance: Do not use AI in any manner that could 
compromise product safety or quality, or cause us to violate laws and regulations. AI 
should never override safety protocols or push us out of compliance with industry 
standards or legal requirements. 

Enforcement 



  

 

Violations of this policy may result in disciplinary action, up to and including termination of 
employment. Certain breaches (for example, exposing protected data or violating regulations) 
could also lead to legal consequences. If you see or suspect any misuse of AI or have security 
concerns, report it to management immediately so we can address it. 

Support and Continuous Learning 

We encourage curiosity and responsible exploration of AI. If you’re ever unsure about using a 
particular AI tool or approach, take these steps: 

 Ask for Guidance: Reach out to your manager or IT department for advice. It’s always 
better to ask if something is unclear. 

 Use This Policy: Refer back to these guidelines when in doubt. They are here to help you 
make the right decision. 

 Choose Safe Options: When in doubt, stick to using our secure, company-approved AI 
tools rather than public ones. It’s better to be safe with data and privacy. 

Remember, using AI is a learning process for everyone. We will continue to support you with 
training, approved tools, and updates to this policy as AI technology evolves. By following this 
policy and using good judgment, we can all leverage AI to work smarter, be more creative, and 
solve problems – without compromising safety or trust. 

 


