Shared Intelligence

Shared Intelligence Al Usage Policy

This policy will be reviewed every 6 months for the first two years, until September 2027, and
annually thereafter.

Summary

At Shared Intelligence (Si), we see Al as a tool to enhance (not replace) our human insight, creativity
and judgement. This policy guides how we use Al safely, ethically and effectively in our work with
clients and communities.

We will:

o Use Al purposefully to improve quality, efficiency and creativity, never as a shortcut or
substitute for human analysis.

e Be transparent with clients and collaborators about when and how we use Al and always
respect their preferences.

e Protect data and privacy by only using Si approved, secure Al tools, never inputting
identifiable or sensitive information into public platforms.

o Keep humans in the loop by reviewing all Al-supported work and making sure it reflects our
values and unique approach.

e Avoid harm by actively mitigating bias and never allowing Al to mislead or cause unintended
negative impacts.

e Stay accountable by owning all Al-assisted content, and ensuring it meets our standards for
quality and integrity.

e Support learning by offering training, peer sharing and space to experiment with Al tools
responsibly.

o Keep evolving our policy through regular reviews, learning from experience and listening to
client and staff feedback.

Used thoughtfully, Al can help us spend more time on what matters most: helping our clients make
better decisions for the places and people they serve.

If you are unsure about how or whether to use Al, it is important to ask a team member!
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1. Purpose and Scope

Purpose Overview

This policy aims to:

e Encourage safe, confident and critical use of Al to support work at Si.

e Protect client trust, sensitive data and the integrity of our research outputs.

e Provide clear principles and guardrails for using Al in our work, from internal work and
proposals through to client work and project delivery.

e Promote a culture of ethical innovation, transparency, shared learning and continuous
improvement in the use of Al.

Scope Definition
This policy applies to:

e All employees, associates and contractors using Al tools in the course of their work with
Shared Intelligence.

e All stages of our work, including internal operations, project delivery, client engagement and
external communications.

2. Shared Intelligence Statement of Intent

We believe Al can enhance the rigour, creativity and efficiency of our research, enabling us to deliver
greater value to clients and communities. We will use Al purposefully and transparently, never as a
substitute for human judgement, but as a tool to supplement our expertise, improve our processes
and focus our time on what matters most: using data and evidence, logical ways of thinking and
facilitated conversations to help our clients achieve better outcomes for the places and communities
they serve.

3. Guiding Principles

To ensure the safe, ethical and effective use of Al in our work, we have established the following
guiding principles to keep front and centre throughout every stage of Al adoption and application:

1) Human-led, Al-supported: Al is a tool to support, not a replacement for human insight, analysis,
creativity or judgement.

2) Value-driven and proportionate use: Al will be used only when it offers clear added value by
meaningfully enhancing quality, efficiency or impact. This may include improving operational
processes, generating insights or strengthening communication.

3) Integrity: Our use of Al will align with and support our values of fairness, inclusion, collaboration,
evidence, learning and lasting impact.
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Shared Intelligence

Ethical by design: We will use Al in ways that actively mitigate bias, acknowledge gaps in data
and ensure transparency in reasoning. Al will not be used in ways that reduce participant agency
or compromise the integrity of our research.

Transparency: We will be open with clients and collaborators about where and how Al is used in
our processes, and we will respect client preferences and boundaries, tailoring Al use
accordingly.

Human oversight and accountability: All Al-supported outputs will be critically reviewed,
interrogated and owned by a member of staff, ensuring they meet our standards of quality,
rigour and responsible use.

Data and Intellectual Property protection: We are committed to safeguard client, participant
and project data; therefore, we will not input any personal or non-public information into Al
tools unless the tool operates within a secure, closed environment, does not use data for
training and is listed among our agreed safe platforms.

Environmental awareness: We acknowledge the carbon and water impact of Al use and will
consider its environmental footprint as part of our responsible use, avoiding unnecessary or
excessive use.

Continuous learning and improvement: We will regularly review our use of Al tools, including
their capabilities, risks, and ethical implications. We will adapt our practice as technologies and
standards evolve.

Uses of Al

Acceptable Use of Al

While this list is not exhaustive, Al may be used responsibly to support various aspects of our work,
including:

e Proposal writing: e.g. drafting project descriptions, work plans, CVs and capability
statements to help streamline early-stage development.

e Research preparation: e.g. assisting with drafting topic guides, creating project timelines or
supporting literature reviews to prepare robust research foundations.

e  Writing and drafting support: e.g. assisting with initial drafts, improving structure and flow
and refining content to accelerate the writing process.

e Interview and meeting support: e.g. creating accurate summaries, capturing key points and
supporting notetaking to ensure important details and context are preserved.

e Project delivery: e.g. summarising documents, supporting thematic analysis, drafting survey
guestions, creating diagrams or translating technical findings into accessible language,
enhancing clarity and efficiency.

Please note that while these uses of Al are considered acceptable, they still carry potential risks.

Staff are encouraged to:
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Do your own research, explore and experiment with new Al tools and applications to
discover innovative ways to enhance their work (please ensure you inform your line
manager before using any new Al tools on client projects).

Share successful practices and lessons learned with colleagues to foster collective expertise
and confidence across the team.

Seek guidance or support whenever you are uncertain about the appropriate use of Al tools,
including when and how to use them responsibly.

Prohibited Use of Al

The following Al uses are strictly prohibited to uphold data security, quality and ethical standards.
While this is not an exhaustive list, it highlights key examples of practices to avoid:

Handling sensitive data: Do not process identifiable personal data or input confidential
client information into unsecure or publicly accessible Al tools. Use only approved, secure
platforms for sensitive information. If you are unsure about an Al tool’s security, assume it is
unsecure until confirmed otherwise.

Replacing human analysis: Al must not be used to fully replace qualitative or quantitative
analysis without thorough human review and interpretation. Human expertise is essential in
validating findings.

Fabricating information: Do not generate, or allow Al tools to generate, fabricated quotes,
statistics, engagement summaries or evaluations. All data and outputs must be based on
genuine evidence, referenced properly and accurately reflect our work.

Producing final materials without review: Al-supported work should never be sent directly
to clients or made public without careful human editing, verification and approval to ensure
quality and appropriateness.

5. Ethics and risk mitigation

We are committed to upholding the highest ethical standards in our use of Al. We will support this

by:

Ensuring Al usage reflects our core values, including fairness, transparency, inclusivity and
the public good in all our work.

Actively avoiding reinforcing biases, discrimination or misleading narratives that could
negatively impact vulnerable individuals or communities.

Never using Al to make decisions about people without meaningful human oversight and
judgement.

Never using Al to fabricate data, produce deceptive content or misrepresent the voices and
evidence gathered through our research and engagement.
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6. Transparency and Accountability

We are committed to openness and responsibility in our Al use. We will uphold this by:

e Clearly disclosing whenever Al-supported content is used in proposals, analyses, reports or
communications to maintain trust and clarity with clients and stakeholders (Al-supported
content should also be clearly communicated to colleagues).

e Ensuring every Al-generated or Al-assisted output will be carefully reviewed and owned by a
senior team member to ensure quality and accountability.

e Proactively engaging with clients to understand and respect their comfort levels and
preferences regarding the use of Al in research and delivery.

7. Data Security and Privacy Compliance

Protecting client data and maintaining confidentiality are paramount:

e Only Si-approved Al tools may be used in client work, with any new tools undergoing
thorough review before deployment.

e Under no circumstances will identifiable, sensitive or proprietary client information be
entered into public or unsecured Al platforms.

e Use of Al tools will comply fully with relevant data protection laws and best practices.

e |f the security of an Al tool is unknown, it should be treated as unsecure until confirmed
otherwise.

8. Accuracy and Reliability

To ensure the highest standards in our work:

e All Al-supported outputs must be reviewed by senior staff before external sharing,
guaranteeing accuracy and alignment with project goals.

e Critical decisions and nuanced analysis will always be grounded in robust evidence and
expert human judgment, rather than relying solely on Al-generated insights.

e The distinctive ‘Si touch’ (our expert interpretation, style and rigour) will be maintained
across all outputs, ensuring our work remains unique and trustworthy.

9. Training and Awareness

We will foster a culture of informed and responsible Al use by:

e Providing both formal and informal training opportunities.

e Encouraging all team members to actively explore Al tools while maintaining a critical
perspective on their capabilities and limitations.

e Promoting awareness of the ethical considerations, potential biases and data privacy
implications inherent in Al tools.
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e Hosting quarterly staff check-ins focused on Al usage, where colleagues can share successes,
challenges and emerging tools to continuously improve practice.

10. Review and Update

Our Al policy will remain dynamic and responsive through:

e Scheduled reviews every six months for the first two years, transitioning to annual reviews
thereafter, to keep pace with evolving Al landscapes.

e Updates informed by changes in regulation, client expectations, technological advancements
and insights gained from our own experiences.

e Transparent communication with staff regarding policy changes, accompanied by
opportunities for feedback and dialogue.

e Actively seek client input on our Al use, integrating their perspectives to ensure our
approach remains ethical, effective and aligned with the sector’s needs.

11. Final Notes

We see Al as a valuable addition to our research tools, one that can help us deliver faster, clearer
and more inclusive insights. But Al cannot replace our judgement, experience or creativity. Used
well, Al will help us spend more time on what matters most: collaborating with clients,
understanding communities and creating impactful change.
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