Information Security and Privacy Policy for Al Tools

I. Introduction
This Information Security and Privacy Policy addresses the use of Al tools, specifically content
and code generators, within our organization. It outlines the necessary measures to ensure the
security, privacy, and proper handling of data, including proprietary corporate intellectual
property, trade secrets, and regulatory data.

Il. Purpose
The purpose of this policy is to ensure the appropriate use of Al tools like ChatGPT to protect
our organization's assets, limit potential liabilities, and maintain the integrity, confidentiality, and
availability of all proprietary and sensitive data.

lll. Scope

This policy applies to all employees, contractors, partners, and third parties who interact with
our organization's information systems and use Al tools. It covers all relevant data, including
but not limited to proprietary corporate intellectual property, trade secrets, and regulatory data.
IV. Policy Statements

1. Data Privacy and Confidentiality

1.1 All data used in conjunction with Al tools must be appropriately anonymized or
pseudonymized to maintain privacy and ensure compliance with relevant laws and regulations.

1.2 Access to sensitive data should be given on a 'need-to-know' basis, using the principle of
least privilege (PoLP).

2. Data Security

2.1 Strict access control mechanisms must be in place to ensure that only authorized
individuals have access to sensitive data.

2.2 The data used with Al tools should be encrypted both at rest and in transit to prevent
unauthorized access or disclosure.

3. Use of Al Tools

3.1 Al tools should not be used to generate, disseminate or store proprietary corporate
intellectual property or trade secrets without appropriate safeguards.

3.2 Data outputs from Al tools should be audited and monitored to detect and respond to any
suspicious activity or potential breach.

3.3 Al models should be trained on data that is free from any personal, sensitive, or confidential
information to avoid unintentional leakage.

4. Compliance with Laws and Regulations

4.1 All activities related to the use of Al tools must comply with applicable laws and
regulations, such as GDPR, CCPA, and other relevant data protection laws.



4.2 The organization must fulfill all its obligations as a data controller or data processor as per
these laws and regulations.

V. User Responsibilities

5.1 Users must adhere strictly to this policy. Any breaches could lead to disciplinary action,
which could include termination of employment or contract, and possibly legal action.

5.2 Users are responsible for reporting any suspected or actual breaches of this policy
promptly to the Information Security Officer or relevant authority.

VI. Policy Compliance
6.1 The Information Security Officer, or equivalent authority, will conduct regular audits to
ensure compliance with this policy. They will also carry out investigations in the event of any

suspected breach or violation.

6.2 Non-compliance with this policy will result in penalties, which can range from warnings and
mandatory training up to and including termination of employment/contract and/or legal action.

VII. Policy Review

This policy will be reviewed and updated regularly, at least annually, to ensure its effectiveness
and compliance with current legal and regulatory requirements.

VIII. Approval

This policy is hereby approved by the [CEO, Board, or equivalent authority] on this [Date]. The
[CEO, Board, or equivalent authority] reserves the right to make changes to this policy at any
time.

*This policy is a guideline and should be tailored to fit the organization's specific needs. It
should be reviewed by a legal expert or counsel to ensure it complies with all relevant laws and
regulations.”

*This policy template was written with the help of Al tools by MicroSolved, Inc. - https://
microsolved.com for more information.
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