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SAFE AIKIT - HOW DO |

How do | review the policy every six months?

Read it with the incident log, update it, and have everyone re-sign.

Watch the narrated video: https://openarmsolutions.com/guides/safe-ai-kit/review-the-policy
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How do | review the policy

every six months?

Review, update, re-sign.

SAMPLE - FICTIONAL BUSINESS

a Review your policy every six months, or sooner when your tools change.
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Since the last review

Repeat incidents Point to a rule or tool to change

SAMPLE - FICTIONAL BUSINESS

Start with the incident log. A repeat incident points to a rule or a tool that needs
changing.

Approved tools

ChatGPT (Team plan) Drafts, estimates, policy questions
Website chat Customer questions and booking
Phone answering app Missed calls, job details

Personal Al apps Not approved

SAMPLE - FICTIONAL BUSINESS

Then check the approved tools list still matches what your team uses, with the
right accounts and settings.
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Sign-off tracker

Everyone on the team Signed in the last six months?

SAMPLE - FICTIONAL BUSINESS

Look at the tracker too. Anyone who hasn't signed in the last six months signs
the updated version.

Review log
Date reviewed Sep 3
Reviewed by Jordan, Maria

What changed Added Copilot; door codes added to the never-paste list

SAMPLE - FICTIONAL BUSINESS

Write the date, who reviewed it and what changed in the review log. Then
everyone signs again and you update the tracker.
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