The 20-minute staff AI briefing
Goes with your AI policy and traffic-light card. Directors first, then each team. Repeat when the tools change, and at least yearly. Fill in the highlighted fields and ask each team's manager for the examples in part 3.
	Team
	[Team]

	Date
	[Date]

	Presenter
	[Name]

	Policy version
	[1.0]


1. The approved tools (3 min)
•  Our approved tools: [tools].
•  Sign in with your work account: [how].
•  To ask for a new tool: [owner], answered within [five working days].
2. Three things AI gets wrong (5 min)
•  It invents facts, including names, figures and citations.
•  It is confidently wrong. A fluent answer is not a correct one.
•  It follows instructions hidden in what it reads: a document, an email or a web page.
3. Green, amber and red, from this team's work (6 min)
•  Green: [example].
•  Amber: [example], and the condition: [condition].
•  Red: [example].
4. What the business can see (3 min)
•  Conversations in the AI workspace are company records, kept for [period].
•  They may be searched for security, legal or regulatory reasons, or a specific concern.
•  They are not read to monitor productivity.
5. Who to ask, and if something goes wrong (3 min)
•  Questions and amber requests: [owner].
•  If something goes wrong, tell [contact] the same day. Reporting a mistake quickly is never a disciplinary matter in itself.
Questions raised (for the ninety-day policy review)
	Question
	Answer given
	Policy change needed?

	
	
	

	
	
	

	
	
	

	
	
	




Attendance record
Keep this with the training record. It is your evidence of AI literacy.
	Name
	Role
	Date
	Policy version
	Signature

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


From Enceladus AI (enceladus.ai), adapted from CONVERGE and GOVERN by Dr Paul M. Gibson. A starting point, not legal advice.




