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AI POLICY 



 
 

Introduction 

We recognise that the use of artificial intelligence (AI) is on the increase and has been harnessed by 

some organisations to save time and resources and enhance the user experience. Artificial 

intelligence refers to computer systems that can think or act in a more human way, taking information 

from their surroundings to perform tasks that usually require human intelligence.  

The likes of ChatGPT, Microsoft Copilot, Perplexity, etc., are examples of AI chatbots that can provide 

answers to questions that a user asks it. It can create content formatted in accordance with specific 

instructions. Although there are multiple benefits to using such services, it can be problematic when 

used in the workplace. Therefore, we have set out below our rules on the use of these services, both 

as part of your role and in your own time, in order to protect the Council’s interests.  

Risks associated with the use of AI 

By the admission of its own creators, these services have their limits. For example, they can: 

• give an incorrect answer to the question asked; 

• give inconsistent answers when asked the same question more than once; 

• provide outdated information; 

• provide information that is biased or discriminatory; 

• create a security or data protection risk when confidential information is inputted. 

In addition, it can engineer a false view of someone’s capabilities when the information it provides is 

used inappropriately. 

Using AI Powered Wording Services 

You are permitted to use these services to carry out your tasks. However, you must be aware of the 

risks as set out above.  

You remain entirely responsible for the quality and accuracy of your work.  

Some uses of AI may include: 

• The summarisation of large scale text documents, databases, and other data processing 

• Analysis of bulk documents for a specific purpose 

• Re-wording and re-parsing text into a more professional context 

• The creation of formal reports to Council based on the contextual information already 

provided by our systems, however these reports must contain a disclaimer that AI was used 

to assist in the creation of the report. 

Before using AI you must judge the usage on a case by case basis vs using your own understanding, 

knowledge, skills and aptitude. AI must not be used to obtain legal advice due to the hallucination of 

AI services. 

Failure to maintain the required quality and accuracy of your work may result in the initiation of 

disciplinary or capability procedures. 

Whether during your work activity or in your own time, you must not input any information into these 

services that is reasonably considered to be confidential or sensitive organisation information 

including any content that you have created as part of your work.  

This is because AI powered wording services learn from the information that is inputted and can 

provide information to subsequent users based on the information it receives. 

Confidential or sensitive information 



 
 

Where referred to above, “confidential or sensitive information relating to our organisation” includes, 

but is not limited to: 

• Information about employees 

• Information about customers/clients/suppliers/service users 

• Financial information including commercial interests 

• Internal policies and procedures 

• Trade secrets 

• Software code 

Council Systems 

Welshpool Town Council maintains a range of electronic data including minutes of meetings, agendas, 

decisions made, statutory powers and other data which is stored within its AI Memory Systems. 

You can use these systems to create reports using this previous memory but only using our Council 

Systems which are secure. Previous decision memory should not be inputted into third party services 

such as ChatGPT. 

Administration of AI Policy  

The Town Clerk is responsible for the administration of this Policy. Should you have any feedback, 

please contact the Town Clerk. 

 


