Purpose

CHRIST CHIL_D HOUSE
Artificial Intelligence (Al) Use Policy

The purpose of this policy is to provide guidance for the responsible, ethical, and secure
use of artificial intelligence (Al) tools by employees, contractors, and volunteers of
Christ Child House. Al can improve efficiency, support decision-making, and enhance
services, but its use must align with our mission, values, and legal obligations.

Scope

This policy applies to all staff, volunteers, and contractors who use Al tools in the course
of their work for Christ Child House, whether on organizational devices or personal
devices used for work purposes.

Guiding Principles
1. Confidentiality and Privacy

Al tools must never be used to process, upload, or share personally
identifiable information (PII) or protected health information (PHI) of children,
families, or staff unless the tool is verified as compliant with privacy
regulations (HIPAA, FERPA, etc.).

Sensitive data must be de-identified before use.

No case notes, treatment plans, assessments, or incident reports may be
entered into Al systems unless those systems are explicitly approved, HIPAA-
compliant, and secured under Christ Child House’s IT protections.

Even with approved tools, only de-identified, non-sensitive data may be
processed through Al.

Staff are prohibited from using personal accounts of Al tools (e.g., ChatGPT,
Copilot, Bard) for any work involving client information.

If Al is used to generate reports or analyze information, all client identifiers
(names, addresses, DOB, identifying details) must be fully removed.

Al tools must not be used to create or maintain official case records.

Al may only support administrative summaries or templates, never serve as
the “source of truth” for client files.

2. Ethical Use

Al will be used to support, not replace, human judgment. Final decisions
regarding care, treatment, and organizational operations remain with qualified
staff.

Staff may not use Al to create harmful, discriminatory, or misleading content.

3. Transparency

If Al-generated content (such as reports, communication drafts, or analyses)
is used, staff must review, edit, and approve it before external distribution.
Al outputs must be cited or acknowledged when appropriate.



4. Accuracy and Accountability
e Al can provide incorrect or biased results. Users are responsible for verifying
all outputs before relying on them for decisions or sharing them.
e Staff remain accountable for any work product created with Al assistance.

5. Permitted Uses
e Drafting or editing internal documents, reports, or communication.
e Assisting with scheduling, research, or administrative tasks.
e Analyzing non-confidential data sets.

6. Prohibited Uses

e Uploading confidential case files, financial records, or identifying client/staff
information into non-approved Al tools.

e Using Al to replace required professional expertise in clinical, legal, or
financial decision-making.

e Allowing Al tools to generate final versions of case documents, records, or
reports without thorough staff review and approval.

e Copy-pasting client communications, such as emails or personal letters, into
Al systems without de-identifying information first.

e Using Al to replace required professional expertise in clinical, legal, or
financial decision-making.

e Generating deceptive or unethical content.

7. Public Transparency and Stakeholder Rights

Christ Child House is committed to transparency in the use of artificial intelligence
(Al). A copy of this policy will be made publicly available on the organization’s
website.

The organization will ensure that stakeholders, including clients, families, staff, and
partners, understand:

« Why, when, and how Al is used, including the types of data that may be
collected, stored, or shared;

o The risks and ethical considerations associated with Al use, including the
potential for bias or error;

o Safeguards in place to protect privacy, maintain confidentiality, and prevent
unintended consequences, including strict prohibitions on the use of PIl and
PHI in non-approved systems;

e How to provide feedback or report concerns, including any negative
impacts related to Al use, for review and appropriate response;

« The right to opt out of Al use, including data collection, where applicable.

If a client, family member, or individual served declines the use of Al-related tools or
processes, Christ Child House will make reasonable efforts to provide services
without the use of Al. If this is not feasible, the organization will assist in connecting
the individual with an appropriate provider that can meet their needs.



8. Al Vendor and Data Protection Standards
When evaluating or using Al tools or vendors, Christ Child House will:
e Ensure vendors clearly disclose what data is collected, how it is used, how
long it is retained, and whether it is shared with third parties;
« Confirm that appropriate safeguards are in place to protect against
unauthorized access, disclosure, or misuse of data;
« Clarify data ownership and ensure the organization retains control over its
information;
e Require transparency regarding how Al models are developed, including
known limitations and risks;
o Prefer vendors that allow the organization to opt out of data being used to
train Al systems;
o Prioritize vendors that demonstrate strong data security practices and have
been independently reviewed by third parties when appropriate;
o Select tools that align with Christ Child House’s privacy standards and
mission, particularly when working with vulnerable populations.

9. Human Oversight, Accountability, and Monitoring
Christ Child House maintains human oversight and accountability for all Al-assisted
processes. Al tools may support staff work but must never replace professional
judgment or decision-making, particularly in matters impacting client rights, safety, or
wellbeing.
To ensure responsible use, the organization will:
« Conduct appropriate pre-use evaluation and testing of Al tools prior to
adoption;
« Require staff to review and verify all Al-generated outputs for accuracy,
quality, compliance, respect, and fairness before use;
« Prohibit Al from being used as the sole basis for decisions involving client
care, safety, eligibility, or services;
« Monitor for and actively mitigate potential bias in Al-generated content;
« Maintain processes for reporting, investigating, and addressing concerns or
negative impacts related to Al use;
e Regularly review what data is accessible to Al tools and ensure that data
sharing remains appropriate and limited;
o Require that any Al-assisted decisions that could impact rights, safety, or
services are clearly documented and reviewed by a qualified staff member.

Al-assisted decision-making includes, but is not limited to:
« Risk assessments or safety planning
« Staff hiring or evaluation
e Resource allocation or case prioritization

Christ Child House may document Al-assisted activity through existing systems
such as supervisory review, or administrative logs, ensuring transparency and
accountability over time.



10.Compliance
o All Al tools must be approved by the Executive Director or designated
leadership before organizational use.
« Violations of this policy may result in disciplinary action up to and including
termination of employment or contract.

11.Training and Review
« Staff will receive training on safe and ethical Al use as appropriate to their
position.
e This policy will be reviewed annually and updated as technologies and
regulations evolve.

12. Al Oversight and Governance

Christ Child House designates its Performance Quality Improvement
(PQI)/Continuous Quality Improvement (CQl) Committee as the multidisciplinary Al
Oversight Group responsible for ensuring the safe, ethical, and effective use of
artificial intelligence across the organization.

The CQI Committee, in its role as the Al Oversight Group, is responsible for:

o Establishing, reviewing, and updating the organization’s Al acceptable use
policy, including monitoring and accountability procedures;

e Receiving, reviewing, and responding to stakeholder feedback, concerns, and
questions related to Al use;

e Investigating and addressing any reported negative or harmful outcomes
associated with Al;

e Approving all Al technologies and use cases prior to implementation and
conducting regular reviews of their continued use;

« Monitoring the impact of Al on service delivery, organizational operations, and
the organization’s ability to meet the needs of persons served.

When reviewing or approving Al use cases, the CQl Committee will consider factors
including, but not limited to:

e The likelihood that the Al tool will encounter new, complex, or unpredictable
situations;
The availability and quality of data needed to support reliable outputs;
Staff readiness and willingness to appropriately use the technology;
The potential consequences if the Al produces errors or inaccurate results;
Existing risks in current processes and how Al may increase or reduce those
risks;
The likelihood of misuse or use outside the intended purpose;
Alignment with the organization’s mission, values, and strategic goals;
The urgency of the problem the Al is intended to address;
The balance between time saved through automation and time required for
human review and oversight.
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CHRIST CHILD HOUSE
Acknowledgement of Christ Child House’s Artificial Intelligence (Al) Usage Policy

[ have read and understand the Christ Child House'’s
Artificial Intelligence (Al) Usage Policy.

Staff Signature Date

Supervisor or HR Signature Date



