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SAFE AIKIT - FULL WALKTHROUGH

Safe Al Kit: the full walkthrough

What the rules cover, how to set them up with the Kit or what the Install sets up for you, daily
use, mistakes, updates, edge cases, privacy and the weekly check.

Watch the narrated video: https://openarmsolutions.com/guides/safe-ai-kit/safe-ai-kit-full-walkthrough

@

FULL WALKTHROUGH - 8 MIN 28 S

Your Safe Al Kit, start to

finish

Rules, training, everyday use and the weekly check.

SAMPLE - FICTIONAL BUSINESS

a This is the full walkthrough for the Safe Al Kit. Use the chapters to jump to what
you need. Every example uses Brightline Heating and Air, a sample business.
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What it does and what it won't do

HOW IT WORKS

How the Safe Al Kit works

)
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goes into Al read or listen shows who rules where same day
signed people work
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| SAMPLE - FICTIONAL BUSINESS |

Here's how it works. You write down your Al rules, your team learns them in a
fifteen minute training, everyone takes a short quiz and signs, and a poster
keeps the rules in sight.

What the policy covers

What Al is for here Drafts, ies, policy qu

What never goes in Cards, codes, passwords, health details
Which tools, with which account The approved tools list

Who decides money A person, always

SAMPLE - FICTIONAL BUSINESS

The policy is two pages in six short sections. It says what Al is for, what never
goes into it, which tools to use with which account, and that a person decides
anything about money.
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What it won't do

Block an app on anyone's phone

Replace checking Al's work

Give legal advice

SAMPLE - FICTIONAL BUSINESS

It's a set of workplace rules people follow. It doesn't block any app, it doesn't
replace checking what Al writes, and it isn't legal advice. If you answer to a
regulator, your compliance lead reviews it.

Two ways to get it
Kit, $99 You fill in the template and run the training

Install, $750 We write it for your business, with a narrated video

SAMPLE - FICTIONAL BUSINESS

With the Kit, you fill in the template and run the training yourself. With the
Install, we write the policy around your tools and data, with a narrated
walkthrough video for your team.
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Setup, step by step

15-minute quick start

Print the never-paste poster and pin it up

Read the sample policy, then fill in yours
List the tools your team already uses

Send the training, with a quiz date

SAMPLE - FICTIONAL BUSINESS

With the Kit, start with the quick start. Print the poster and pin it up. Read the
sample policy, then fill in yours. List the tools your team already uses, and send
everyone the training with a quiz date.

2. Never put these into any Al tool (sample)

Card or bank numbers
Alarm and door codes, home-access notes
Employee pay or medical details

Passwords

SAMPLE - FICTIONAL BUSINESS

The template starts with Brightline's filled in policy. Then fill in the blank version
box by box. Delete what doesn't apply, add what's sensitive in your work, and
set a review date.
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Approved tools (sample)

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

On the approved tools list, write each tool your team may use, the account to
use, and what it's approved for. Brightline approves its ChatGPT Team plan, the
website chat and the phone app. Personal apps are not approved.

Training day

Read or listen to the training 15 minutes
Take the quiz together 10 questions, about 5 minutes
Pass mark 8 of 10

Then everyone signs Recorded on the tracker

SAMPLE - FICTIONAL BUSINESS

Everyone reads the training or listens to the audio. Then take the ten question
quiz together. Eight out of ten is a pass. Talk through the misses, everyone
signs, and you record it on the tracker.
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How the Install is built

A short setup form Your tools, your data, your rules

Your policy Written for your business

Narrated walkthrough video Staff watch on their own time

Revisions Until your team signs off, within 30 days

SAMPLE - FICTIONAL BUSINESS

With the Install, you answer a short setup form about your tools, the information
you handle and the rules you answer to. We write the policy for your business,
and revise it until your team signs off, within thirty days.

What we setup

Your policy, video and quiz Portal » Files
Approved tools list and poster Filled in for Brightline

Sign-off tracker 9 of 9 signed

SAMPLE - FICTIONAL BUSINESS

Your team watches the narrated video of your own policy, takes the quiz, and
signs. The portal holds the policy, the approved tools list, the poster and the
sign off tracker. At Brightline, all nine staff signed.
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Ownership and access

Al Use Policy master file Drive > Brightline Al > Policy
Signed policies Office binder and Drive > Signed

Approved-tools list Drive > Brightline Al > Tools

SAMPLE - FICTIONAL BUSINESS

The policy and the tools list live in your own Google Drive, and the signed
copies stay in your office. The ownership sheet lists where each file is.

Daily use

1

[ A customer is upset their AC broke twice. Draft a calm reply... ]

SAMPLE - FICTIONAL BUSINESS

A customer sends an angry email. The office manager pastes the complaint
with the name, email and account details taken out, asks for a calm draft, then
edits it and checks every promise before sending it.
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Client contracts No tool approved

2

SAMPLE - FICTIONAL BUSINESS

The dispatcher needs a summary of a client's contract, and checks the
approved tools list first. No tool is approved for client contracts, so she asks
her manager instead of pasting it in.

No. The email summarizer is approved for summaries only, not customer
records. Ask the owner before using it for anything else.

Source: Approved tools list

SAMPLE - FICTIONAL BUSINESS

Load the Al ready policy file into your team's assistant, and it can answer am |
allowed to questions from your own rules, with the source named.
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Here's a draft. I've added a 10% loyalty discount.

SAMPLE - FICTIONAL BUSINESS

An Al draft adds a ten percent discount nobody offered. The technician
removes it. Al drafts are a starting point, and only Brightline's real prices and
terms go out.

Go ahead and use Al for
Drafting replies
Summaries and checklists
Policy questions

First drafts of quotes

SAMPLE - FICTIONAL BUSINESS

The poster also lists what Al is fine for: drafting replies, summaries, checklists,

policy questions and first drafts of quotes. The rules exist so your team keeps
using it.
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When something goes wrong

1

[ Customer at 14 Oak Street, phone 555 0147, needs... ]

SAMPLE - FICTIONAL BUSINESS

Here's a mistake. A technician pasted a customer's address and phone number
into a personal Al account. The rule is simple: stop, and don't paste or send
anything more about it.

5. If something goes wrong
Tell the office manager Same day

Blame for reporting None

SAMPLE - FICTIONAL BUSINESS

Then tell the person named in the policy the same day. Nobody is blamed for
reporting quickly. They'll say whether to delete the chat and what else to do.
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Incident log

What happened Customer's address pasted into a personal ChatGPT account
Reported to Maria, same day
What we did Chat deleted

What we changed Added "addresses" to the poster

SAMPLE - FICTIONAL BUSINESS

Write it in the incident log: what happened, which tool, who you told, what you
did, and what you changed so it doesn't happen again. Here, addresses went
onto the poster.

What counts as an incident

Something went in A card, password or customer detail was pasted
Something went out A wrong price or promise reached a customer

A tool misbehaved It said it was a person, or gave advice it shouldn't

SAMPLE - FICTIONAL BUSINESS

A wrong price that reached a customer counts too, and so does an assistant
that claimed to be a person. Look at the log at every policy review. A repeat
incident points to a rule or a tool that needs changing.
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Updating your rules, tools and team

The checks

There's a business or team plan

QOur data isn't used to train its Al
We can delete and export our data

Two-step sign-in, and we'll turn it on

SAMPLE - FICTIONAL BUSINESS

When someone wants a new Al tool, run the ten checks on the new tool
checklist first. Most tools take fifteen minutes. Until it passes, it's treated like a
personal app.

Approved tools
Meeting-notes app Internal team meetings only

Not for Customer calls

SAMPLE - FICTIONAL BUSINESS

If it passes, add it to the list with exactly what it's allowed for. Brightline
approved a meeting notes app for internal meetings only, because it stores
recordings outside their account.
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Settings to keep

ChatGPT (Team plan) Data sharing off

Meeting-notes app Internal meetings only

SAMPLE - FICTIONAL BUSINESS

Keep the settings each tool should stay on, like chat history and data sharing, in
the last column of the list. Check them again when a tool changes its plan.

Sign-off tracker

Sam K., new hire, started Oct 20 8/10 - Signed Oct 22

SAMPLE - FICTIONAL BUSINESS

New staff do the same training, quiz and sign off before they use Al for work.
Brightline's new hire Sam started on October twentieth and signed two days
later.
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Review log

Date reviewed Sep 3

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

SAMPLE - FICTIONAL BUSINESS

When the policy changes, note it in the review log, and everyone signs again.
Even without changes, review it and re-sign every six months.

Edge cases

I'm Brightline's automated assistant. | can answer questions, or get a
person to contact you.

SAMPLE - FICTIONAL BUSINESS

A customer asks if they're talking to a real person. Your assistant says it's
automated and offers a person. Brightline never pretends an Al is a person, and
staff tell the truth if a customer asks whether Al helped.
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4. Money needs a person

Refunds Office manager

Discounts over $50 Office manager

Payments Office manager

SAMPLE - FICTIONAL BUSINESS

A customer asks for a refund. Al can draft the email, but a person decides
anything that moves money. At Brightline, refunds, discounts over fifty dollars
and payments go to the office manager.

A diagnostic visit is $75.

SAMPLE - FICTIONAL BUSINESS

@ An Al tool states a price you're not sure is current. Check your own price list
before it goes out. Al doesn't know your latest prices unless you've told it.

@ safe Al Kit - Safe Al Kit: the full walkthrough SAMPLE - FICTIONAL BUSINESS

15



a

[ Try this new app that writes our social posts... }

SAMPLE - FICTIONAL BUSINESS

A coworker shares a new app that writes social posts, and it looks great. Don't
sign in with work details yet. Ask the person who approves tools. Often the
answer is yes, once it's checked.

Approved tools

Al features inside software you already use Ask first

SAMPLE - FICTIONAL BUSINESS

@ Al features that appear inside software you already use count as new tools too.

Ask before turning one on for company work.
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Privacy rules: what never goes in

Never-paste poster

Card and bank numbers Not a single one

Passwords and access codes No tool needs them
Social Security numbers Not even the last four
Anyone's health details Customers, staff or family
Customer personal details Say "the customer”

Personal Al apps Approved tools only

SAMPLE - FICTIONAL BUSINESS

The poster has six rules. No card or bank numbers. No passwords or access
codes. No Social Security numbers, not even the last four. No one's health
details. No customer personal details. And no personal Al apps for work.

2

[ The customer on Tuesday's job wants a morning visit... }

SAMPLE - FICTIONAL BUSINESS

Write about the customer, not their name and address. Say the customer on
Tuesday's job, and add the details yourself at the end.
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Accounts and settings

Business accounts only
Two-step sign-in

Shared logins

SAMPLE - FICTIONAL BUSINESS

Use business accounts only, with two step sign in on, and no shared logins.
Business accounts come with settings you've checked.

The weekly 5-minute check

This week
New incidents

Near-misses reported

SAMPLE - FICTIONAL BUSINESS

Once a week, take five minutes. Glance at the incident log for anything new,
and check that each entry says what changed.
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Not approved yet

Social post writer Being checked - asked by the dispatcher

SAMPLE - FICTIONAL BUSINESS

Look at the not approved yet list. Anyone waiting on a decision about a new
tool gets an answer, so nobody's tempted to use it anyway.

Sign-off tracker
Everyone who started this month Trained and signed

Scoresof 0to 5 Retake this week

SAMPLE - FICTIONAL BUSINESS

Check the tracker. Anyone new should be trained and signed, and anyone who
scored five or less should retake the quiz that week.
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Signs it's working
People ask before they paste Yes
Near-misses get reported 2 last month, both fixed

Customer data found in a spot check None

SAMPLE - FICTIONAL BUSINESS

@ You can tell it's working when people ask before they paste, near misses get
reported instead of hidden, and a spot check of your Al chats finds no
customer data.

@
Three habits to keep
. Check before you paste

. Ask before using a new tool

. Report mistakes the same day

| SAMPLE - FICTIONAL BUSINESS |

@ That's the whole routine. Check before you paste, ask before using a new tool,
and report mistakes the same day. Keep the weekly check on your calendar
and review the policy every six months.
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