
☛ Template for Guidelines for the Responsible Use of Generative Artificial Intelligence
[bookmark: _heading=h.30j0zll]
Note: Delete this and the next page once you update the template.
Who should use this template? 

Any aged care service provider that uses AI in their business. For example, using AI for tasks such as streamlining admin processes, communication with clients, or writing reports and submissions. If you are utilising AI in a more complex manner, consider adding additional guidelines to further protect and guide your employees in the ethical use of AI.

Why have an AI Guidelines Documents?
This Guidelines document builds staff awareness of their responsibilities when selecting, using, and managing generative AI tools within the organisation. It provides practical direction to help employees understand what is expected of them and how to use AI safely, ethically, and in line with organisational values.
As a next step, you will need to develop a policy for your organisation. Then use this document alongside your Policy to support informed decision-making, promote safe adoption, and address the complexity of AI use in service delivery and operations.

Important Note on Data Security

These guidelines do not replace or cover requirements for robust data security measures. AI use is closely linked to data handling, and organisations must ensure they have appropriate systems in place to protect personal and organisational data. This includes implementing strong data protection controls, conducting regular audits, and providing staff with training on data security best practices. AI tools should only be used within a secure and well-governed data environment.

How to complete this template
This template is made up of example topics. You can customise these if you wish by adding or removing topics. 
To complete the template:
1. Instructional text appears throughout the document, marked by the word Instruction. Where you see an instruction note, read it carefully and then delete it. These notes are included to assist you in completing the template and should not appear in the final version.
2. Using MS Word's Replace function, search for [Organisation] and replace with your company name.
a. In Word's Home ribbon, open the Find and Replace tool, choose Replace. The Find and Replace dialog opens with the Replace tab selected. 
b. Enter [Organisation] in the Find what field.
c. Enter your organisation’s name in the Replace with field.
d. Click Replace All
[image: ]

3. Review the whole document and replace any [items in square brackets] with your own wording. 
4. Once you have finished work on the template, delete the first two pages of this document.
5. Refresh the page numbers in the table of contents. 
a. Right mouse click on the table of contents 
b. In the small menu that appears, choose ‘Update Field’ and then ‘Update page numbers only’. 
[image: In the Update table of contents dialog, two options are available. The Update page numbers option is highlighted.]
[bookmark: _heading=h.1fob9te]


[bookmark: _heading=h.3znysh7] (!) Disclaimers
This document is for general information only. The Multicultural Communities Council of SA and the AI Adoption in Aged Care Sector Workgroup make no guarantees about its accuracy or suitability. Use is at your own risk. Each organisation is responsible for ensuring any AI use or policy based on this material complies with relevant laws and internal requirements. No liability is accepted for any loss or consequence arising from its use.
This is not legal or regulatory advice. Seek independent advice as needed.


Although funding for the development of this guide this has been provided by the Australian Government, the material contained herein does not necessarily represent the views or policies of the Australian Government.
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© CC BY-SA. 2026.

These guidelines were developed by George Gouzounis, Aged Care Sector Support Coordinator at  Multicultural Communities Council of SA, and reviewed by the members of the AI Adoption in Aged Care Workgroup. 

This present document supersedes the 2025 version.

You have permission to distribute, remix, adapt, and build upon the material in any medium or format, so long as attribution is given to the Multicultural Communities Council of SA. The license allows for commercial use. If you remix, adapt, or build upon the material, you must license the modified material under identical terms. 

Periodic Review: The document is reviewed and updated on an [Organisation to define the frequency of review (e.g., annual basis)] basis, to ensure it remains up-to-date and continues to meet the requirements of [Organisation].




Disclaimer: Parts of this document were edited with the assistance of Generative Artificial Intelligence (GenAI).
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Key Takeaways of the Guidelines
[bookmark: _GoBack]
· AI is an exciting new area of development, with potential risks and benefits to [Organisation]’s operations, and overall service delivery. Employees and management are encouraged to pause, reflect, and conduct appropriate due diligence on any GenAI system they intend to use.

· Each employee is responsible for how they use GenAI, in a similar way they are responsible for using other workplace technologies for their tasks. 

· Employees are expected to take reasonable and realistic steps when using GenAI responsibly. There is no expectation that an employee must be an expert in AI technology to use GenAI responsibly.

· Employees are encouraged to seek supervision and/or training and to consult with peers to ensure they are using GenAI responsibly, if this is an area that is unfamiliar to them, in a similar way they would do with other workplace technologies.



[bookmark: _Toc231905768]Definitions
Artificial Intelligence (AI) as defined by the Organisation for Economic Co-operation and Development (OECD) is:

A machine-based system that, for explicit or implicit objectives, infers, from the input it receives, how to generate outputs such as predictions, content, recommendations, or decisions that can influence physical or virtual environments.

Put simply, Artificial Intelligence (AI) refers to a range of technologies that let computers and machines mimic human thinking and problem-solving. This means they can do tasks that usually need a human touch. Common examples of AI in daily life are digital assistants, self-driving cars, and tools like ChatGPT that create content. AI often uses machine learning, where systems improve their ability to predict or decide by learning from data over time.

Generative Artificial Intelligence (GenAI) as defined by the Australian Government Department of Industry, Science and Resources is:

A branch of AI that develops generative models with the capability of learning to generate content such as images, text, and other media with similar properties as their training data.
Practically, GenAI is a type of AI that creates content like text, images, or other media based on patterns it has learned from data.


Automated decision-making (ADM) refers to using a computer program to make, or substantially help make, a decision about a person. It matters here because new transparency rules under the Privacy Act apply from 10 December 2026 where such a decision could significantly affect a person’s rights or interests. Using a general AI tool to draft or summarise is not, by itself, automated decision-making.
















[bookmark: _Toc231905769]Introduction
Instruction: Edit this section in accordance with the needs of your organisation. 

The Guidelines for the Responsible Use of Generative Artificial Intelligence encompass the approach, principles, guidelines, and best practices that [Organisation] has established to govern the ethical development, deployment, and management of AI technologies, guided by standards including UNESCO’s Recommendation on the Ethics of Artificial Intelligence, and the National AI Centre’s Guidance for AI Adoption.
As AI continues to evolve and integrate into various aspects of our operations, this policy aims to ensure that AI systems are used responsibly and transparently, fostering trust among stakeholders. 
Our approach is grounded in a human-centric philosophy, ensuring that human needs, judgment, and accountability remain at the core of all interactions with AI. This approach emphasises:

· Human Agency: GenAI should augment human capabilities.
· Human Oversight: All decisions influenced by GenAI tools must ultimately be reviewed and made by humans.
· Human Responsibility: Humans retain full responsibility for the outputs and decisions derived from GenAI use.
[bookmark: _heading=h.fueoo9mihi0b]By embedding these principles into our work, [Organisation] seeks to leverage AI technologies to enhance operational efficiency, improve customer experiences, and drive organisational growth in a manner that is ethical, secure, and respectful of individual rights.

[bookmark: _Toc231905770]Scope
Instruction: Edit this section in accordance with the needs of your organisation.

These guidelines are intended for all employees, volunteers, board members, contractors, partners, temporary staff, consultants and authorised agents of [Organisation] leveraging AI in their day-to-day business activities. This includes the development, deployment, management, and use of AI systems.
To address the dynamic and rapidly evolving nature of new technologies, these four guidelines are designed to be adaptable, ensuring [Organisation] can integrate new advancements, meet emerging needs, and respond to changing circumstances.
These guidelines cover generic AI tools that a staff member chooses to use alongside their existing systems — for example, a publicly available assistant used to draft an email or summarise a document. AI features built into [Organisation]’s own systems (for example, a tool added by a software provider, or an assistant trained on [Organisation]’s own content) carry additional risks and are governed by [Organisation]’s AI policy and the relevant system’s own controls, not by this document.




[bookmark: _Toc231905771]Guiding Principles 

Instruction: Edit this section in accordance with the needs of your organisation. 
In line with the Strengthened Aged Care Quality Standards and the Australian Government’s AI Ethics Principles, these principles set out the ethical, transparent, and accountable use of AI. Further resources are found in the references section at the end of this document.


To ensure AI use aligns with the values and obligations of aged care providers, this policy is grounded in the Strengthened Aged Care Quality Standards. The following section outlines how the responsible use of GenAI supports these standards in practice, reinforcing person-centred care, organisational accountability, and safe service delivery.

Standard 1 – The Person
AI tools must not override individual preferences or reduce opportunities for personal engagement. They must support dignity, autonomy, and culturally appropriate service delivery, in line with each person’s rights.

Standard 2 – The Organisation
AI tools must be subject to the same scrutiny, controls, and review mechanisms as any other system that affects service delivery and safety. Leadership remains responsible for ensuring that AI use is safe, ethical, and aligned with the provider’s duty of care.

Outcome 2.7 – Information Management
AI must be used in accordance with privacy laws and organisational policies. Data must be accurate, securely managed, and used transparently as part of the broader information system.

Outcome 2.9 – Human Resource Management
Employees must be trained to understand and use AI systems safely and appropriately. Training must cover functionality, limitations, and when human judgment must take precedence.

Standard 5 – Clinical Care (in operational context)
When AI informs clinical operations (such as rostering or incident analysis), it must support evidence-based practice and clinical oversight. AI cannot replace qualified decision-making or compromise care safety.


In addition, these guidelines are in line with the Australian Government’s AI Ethics Principles, on ethical, transparent, and accountable use of AI. 

Human, societal and environmental wellbeing
AI systems should benefit individuals, society and the environment.

Human-centred values
AI systems should respect human rights, diversity, and the autonomy of individuals.

Fairness
AI systems should be inclusive and accessible, and should not involve or result in unfair discrimination against individuals, communities or groups.

Privacy protection and security
AI systems should respect and uphold privacy rights and data protection, and ensure the security of data.

Reliability and safety
AI systems should reliably operate in accordance with their intended purpose.

Transparency and explainability
There should be transparency and responsible disclosure so people can understand when they are being significantly impacted by AI, and can find out when an AI system is engaging with them.

Contestability
When an AI system significantly impacts a person, community, group or environment, there should be a timely process to allow people to challenge the use or outcomes of the AI system.

Accountability
People responsible for the different phases of the AI system lifecycle should be identifiable and accountable for the outcomes of the AI systems, and human oversight of AI systems should be enabled.











[bookmark: _Toc231905772]Guidelines for Responsible GenAI Use
Instruction: Edit this section in accordance with the needs of your organisation.


[bookmark: _Toc231905773]Guideline 1: Self-Awareness
Employees and Management to reflect on how GenAI use impacts their work and the clients they serve.

Employees and Management are encouraged to actively consider how AI tools, including GenAI, impact their decision-making, workflows, and the communities [Organisation] serves. Developing self-awareness includes recognising when additional guidance or training is needed. 

· Employees Actions:
· There is no expectation that an employee member must be an expert in AI technology to use GenAI responsibly. Research and familiarise with GenAI tools, including understanding their capabilities, limitations, and potential biases, before incorporating them into workflows.
· Regularly assess how GenAI influences decision-making and outcomes. Employees should question AI-generated outputs, ensuring they are contextually appropriate and unbiased.
· Notice when AI is adding to your workload rather than easing it. Used well, these tools tend to expand what you take on rather than free up hours, so pace yourself and raise it if the load is building.

· Management Actions:
· Provide employees with access to materials and sessions that promote critical thinking about GenAI’s ethical and societal impacts.
· Maintain an open-door approach for employees to raise concerns or suggestions about AI use, enabling proactive discussions on potential issues.
· Watch for the same effect across the team. Productivity gains can hide rising workload and fatigue — name this openly and check in with employees.


[bookmark: _Toc231905774]Guideline 2. GenAI Literacy
Work together to build understanding of GenAI for effective and responsible use.

[Organisation], in line with our values of [list relevant organisational values here, e.g. Innovation and Responsiveness], regards GenAI tools as useful instruments with the potential to increase employees’ productivity, augment the quality of their work, and thus benefit the clients we serve. GenAI literacy ensures that employees have the necessary understanding to maximise benefits while mitigating risks.

· Employees Actions:
· Participate in AI training and practice applying knowledge.
· Seek support or supervision if required, and consult with peers to ensure they are using AI effectively and responsibly, just as they would with any other workplace technology.
· Propose new AI use cases or suggest improvements to current processes based on learnings.

· Management Actions: 
· Offer regular practical sessions, focusing on the effective use of GenAI tools. These sessions will include examples relevant to [Organisation]’s work and exercises to build hands-on proficiency.
· Foster an environment where employees can share experiences, seek guidance, and build confidence in GenAI use.
· Develop a shared playbook with best practices, including how to craft prompts and fact-check AI responses.


[bookmark: _Toc231905775]Guideline 3. Inclusion
GenAI should support inclusivity and meet diverse cultural and accessibility needs.

[Organisation] acknowledges that GenAI tools can play a part in fostering inclusivity by supporting employees with non-native language skills to improve communication. These tools can also assist with accessibility challenges such as dyslexia, providing real-time captions for hearing-impaired individuals, simplifying text for cognitive disabilities, and offering voice-to-text options for those with limited mobility. 


· Employees Actions:
· Use GenAI tools to enhance the clarity and inclusiveness of communication materials, especially when engaging with diverse clients and community groups. Ensure all outputs are reviewed for accuracy, cultural appropriateness, and accessibility before use in any public or client-facing context.
· Review AI outputs for biases. AI systems are only as good as the data they are trained on. AI can perpetuate biases present in generated data sets, leading to unfair outcomes, especially against marginalised groups. Report concerns promptly.

· Management Actions:
· Offer equal access to GenAI training and tools to ensure that the benefits of GenAI are distributed fairly across the organisation.
· Before adopting AI, ensure AI will only be used in human-centred ways. This should explain that employees will oversee technology and make final decisions on its use, ensuring it does not create or worsen biases.


[bookmark: _Toc231905776]Guideline 4. Individual Responsibility
Each employee is accountable for using GenAI responsibly and appropriately.

Just as employees are accountable for using other workplace technologies, they are equally responsible for ensuring the ethical and appropriate use of GenAI in their work. This includes using personal judgement to evaluate outputs and maintaining oversight of AI-driven processes.

· Employees Actions:
· Understand that employees are individually responsible for the ethical use of GenAI and the accuracy of their work.
· Ensure that non-public information (i.e. confidential or private) is not shared with publicly available AI models (e.g. ChatGPT, Claude, Gemini etc) or features that these services offer.
· Ensure that AI-generated content is fact-checked and verified before dissemination.

☛ Important Note Regarding Working with Volunteers
When delegating tasks involving GenAI to volunteers, the employee assigning the task is fully responsible for ensuring the volunteer understands and appropriately uses GenAI.


· Management Actions:
· Regularly check AI systems for compliance with data protection laws and sector standards.
· Avoid reliance on AI-only outputs for critical decisions and ensure human oversight is central to all processes.
· In cases of adverse effects caused by AI, [Organisation] will evaluate incidents on a case-by-case basis and take appropriate corrective action according to existing policies.
· Define who is accountable for AI-related decisions and ensure they understand the legal implications.
























[bookmark: _heading=h.aigroundrules01][bookmark: _Toc231905777]AI Ground Rules: Quick Reference
Instruction: Complete the bracketed fields below with your organisation’s details, then delete this note and the bracket prompts. Keep this to one or two pages so staff can easily refer back to it.
These ground rules apply to Generative AI tools you choose to use (see Scope). AI built into your organisation’s own systems is covered separately.
1. Approved tools and your default
Use the tools on this list, signed in with your [Organisation] account where one is provided. If a tool is not listed, ask before using it for work.
	Tool
	Use it for
	Notes

	[e.g. Microsoft Copilot]
	[Drafting, summarising, everyday work]
	[Default tool. Sign in with your work account]

	[Add tool]
	[Add what it is approved for]
	[Add any conditions]


2. What must never go into a publicly available AI tool
Do not paste any of the following into a general AI tool (such as ChatGPT, Claude, Gemini etc.):
· Client or resident names, contact details, or anything that identifies them or their family
· Health, care, or clinical information
· Staff personal or employment records
· Financial, contract, or commercially sensitive details
· Anything you would not be comfortable sending outside the organisation
A simple test: if it shouldn’t leave the building, it shouldn’t go into a publicly available AI tool. This risk is lower with an approved tool set up for your organisation, but check before you assume.
3. When AI can draft, and when a person must check before it goes out
	Situation
	What is required

	Internal draft work — brainstorming, summarising your own notes, reformatting, or first cuts you will edit
	Fine to use AI. A quick read-through is enough.

	Anything client-facing or public, or that informs a decision — emails to clients or families, published material, reports, funding narratives, or policy drafts
	Use AI to draft, but a person must read, check, and approve it before it goes out.

	Anything that makes or substantially shapes a decision about a person’s care, rights, or entitlements
	Do not rely on AI. Use professional judgement and seek advice first. This is also a governance and privacy matter (see Data Privacy).


Rule of thumb: the further a piece of work travels from you, and the more it affects someone, the more human review it needs. Nothing AI-assisted goes to a client or the public without a person reading it first.
4. Who to ask when in doubt
If you are unsure whether something is okay, ask before you do it, not after. For questions about AI use at [Organisation], contact [name / role / email].

[bookmark: _Toc231905778]When and How to Acknowledge GenAI Use
Instruction: Edit this section in accordance with the needs of your organisation.

Acknowledging the use of GenAI builds trust and accountability within [Organisation] and the clients and communities we serve. Employees should acknowledge GenAI use under the following circumstances:

· Significant decision-making: Acknowledgement is required when GenAI outputs significantly influence decisions affecting clients or other stakeholders, such as AI analysis leading to resource allocation.

· Substantive contribution: When GenAI outputs form a significant part of a written, visual, or data product—such as reports, policy drafts, or publications. Similarly, if GenAI tools are used to generate content for public distribution (e.g. websites, campaigns, or community resources) and the output is not substantially rewritten or verified by a staff member.

· Lack of human review: If GenAI-generated outputs are used in situations where no human review or validation is feasible (e.g. online chatbot), this must be made transparent upfront.

· [bookmark: _heading=h.8v1zg0k601k2]Contribution to Projects: When GenAI-generated outputs substantially contribute to efforts such as research, policy drafts, or training materials, acknowledgement ensures adherence to ethical standards.
When acknowledging GenAI use, employees should state the tool’s contribution to the task. For example, phrases such as "Parts of this document were developed with the assistance of GenAI" or "This analysis was supported by GenAI tools" can be included in reports or drafts. The level of detail should reflect the impact of GenAI on the final outcome.

It is important to note that employees should disclose any limitations in their understanding of GenAI tools and seek supervision or peer input when using GenAI in unfamiliar contexts.



[bookmark: _Toc231905779]Data Privacy and Respect Disclaimer
Instruction: Edit this section in accordance with the needs of your organisation.
The use of AI, including GenAI, does not override the obligations of all employees to adhere to the Privacy Act 1988 (Cth) and other applicable privacy laws in Australia. These regulations apply to all uses of generative AI and must be strictly observed.
Employees are required to exercise caution when sharing materials with GenAI tools, ensuring that personal data is not disclosed or mishandled. Personal data may include, but is not limited to, personal identifiers in text, photographs, audio recordings, video recordings, or any documents and files containing sensitive or identifiable information. Organisational data, including internal documents and operational records, must also be handled with care when using GenAI tools.

Compliance with these requirements is essential to maintain the highest standards of privacy and data security.
Automated decision-making (from 10 December 2026): New transparency rules under the Privacy Act will apply where AI is used to make, or substantially help make, decisions that significantly affect a person’s rights or interests. This mainly arises when AI is built into a system that informs decisions about clients — not when a staff member uses a general tool to draft or summarise. If AI use at [Organisation] moves in that direction, it becomes a governance matter that [Organisation]’s AI policy and privacy notice will need to reflect.
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Instruction: Include any additional references that may be of relevance to your organisation’s work.
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