
 

[Company Name] 

Policy Document: Use of ChatGPT 

Effective Date: [Date] 

1. Introduction 

This policy document outlines the guidelines for the appropriate use of ChatGPT, an AI-powered 

language model, within [Company Name]. The purpose of this policy is to ensure the responsible and 

ethical use of ChatGPT, while maintaining data security, privacy, and compliance with relevant laws 

and regulations in the United Kingdom. 

2. Purpose of ChatGPT 

ChatGPT is a language model developed by OpenAI, designed to assist employees at [Company 

Name] in various tasks such as drafting content, generating responses, and providing information. 

The goal of incorporating ChatGPT is to enhance productivity, improve customer support, and 

streamline communication across the organization. 

3. Authorized Use 

ChatGPT may be used by employees for the following purposes: 

a. Content Creation: Employees can leverage ChatGPT to draft articles, reports, emails, and other 

written content to enhance efficiency and accuracy. 

b. Customer Support: ChatGPT can be employed to provide quick responses to frequently asked 

questions and assist customers in resolving common issues. 

c. Idea Generation: Employees may use ChatGPT to brainstorm ideas and gain insights into various 

topics relevant to their roles. 

d. Language Translation: ChatGPT can be used for language translation, facilitating communication 

with non-English speaking stakeholders. 

e. Research Assistance: Employees may utilize ChatGPT to gather information and summarize 

complex data for research purposes. 

4. Responsible Use 

While ChatGPT offers numerous advantages, its application should be conducted responsibly. 

Employees are expected to adhere to the following principles: 

a. Accuracy: ChatGPT should not be used to provide information that is false, misleading, or 

unverified. 

b. Data Security: Employees must not input or generate any confidential, proprietary, or sensitive 

data into ChatGPT. 

c. Respectful Communication: The use of ChatGPT should adhere to the same standards of respectful 

and professional communication as any other interaction within the company. 

d. Compliance: The use of ChatGPT must comply with all applicable laws, regulations, and internal 

policies, including data protection and privacy laws. 



e. Human Review: Critical tasks, such as legal document drafting, financial decisions, or sensitive 

communications, should undergo human review to prevent potential errors or misinformation. 

5. Limitations of ChatGPT 

It is essential to recognize that ChatGPT has its limitations. Employees should be aware of the 

following: 

a. Context Sensitivity: ChatGPT may not always fully understand the context of a conversation, 

leading to potentially inaccurate or inappropriate responses. 

b. Unintentional Bias: Like all AI models, ChatGPT may inadvertently demonstrate bias in its 

responses. Employees should be vigilant in recognizing and addressing such biases. 

c. Uncertainty: ChatGPT may not have the ability to express uncertainty in its responses, which could 

lead to false confidence in the information it provides. 

6. Data Privacy and Security 

a. Data Collection: [Company Name] will ensure that the data used to train ChatGPT does not contain 

personally identifiable information (PII) or confidential data. 

b. Data Retention: Usage logs containing interactions with ChatGPT will be retained for [specified 

duration] for analytical purposes and to enhance the model's performance. These logs will be 

handled in accordance with the company's data retention policy. 

c. Data Sharing: No data generated or entered into ChatGPT will be shared with third parties outside 

the organization without explicit consent, unless required by law. 

d. Security Measures: [Company Name] will implement appropriate security measures to protect 

ChatGPT and any associated data from unauthorized access, misuse, or breaches. 

7. Training and Awareness 

All employees who use ChatGPT will receive training on its proper use, including its limitations and 

potential risks. Regular awareness sessions will be conducted to keep employees updated on best 

practices and any changes to this policy. 

8. Policy Violations 

Any employee found to be in violation of this policy may be subject to disciplinary action, up to and 

including termination of employment, depending on the severity of the infraction. 

9. Policy Review 

This policy will be reviewed annually, or more frequently if required, to ensure its relevance and 

alignment with evolving technology and legal landscapes. 

By adhering to this policy, employees at [Company Name] can confidently and responsibly utilize 

ChatGPT to enhance their productivity and support the overall success of the organization. 

[Signature of Company Representative] [Date] 

 

This policy was generated by ChatGPT. You can edit and modify for your own use. 


