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AI Usage Quick-Reference Checklist 

Before using Al, ask yourself the following questions: 

🔐Data Security 
· Am I using an approved AI application? 
· Am I avoiding the input of confidential, personal, or sensitive data? 
· Is the data I’m using anonymised and appropriate for sharing? 
🧠Accuracy & Oversight 
· Have I reviewed the AI-generated content for factual accuracy? 
· Am I aware of the risk of AI hallucinations (plausible but incorrect information)? 
· Have I ensured the content aligns with YDBF’s values and standards? 
⚖ Ethics & Fairness 
· Could the AI output contain bias or stereotypes? 
· Am I using AI in a way that is fair, transparent, and accountable? 
· Have I maintained human oversight in decision-making? 
🌍Environmental Awareness 
· Is the use of AI justified given its environmental impact? 
· Could this task be completed more efficiently without AI?
· Could this task be completed between 10am-3pm, thus avoiding peak times? 
📋Documentation & Support 
· Have I documented the use of AI in significant work? 
· Do I need to consult my manager or IT support before proceeding
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