WORKPLACE AI GOVERNANCE
AI use register
Editable sample register entry for Australian businesses
	How to use this sample
Replace the highlighted prompts, delete instructions that do not apply, and have the completed document reviewed and approved by the appropriate people in your organisation.



	One record per system and use
Copy this entry for each AI system and each materially different use. A tool used for drafting marketing copy may need a different assessment from the same tool used in recruitment. Keep links to evidence rather than duplicating sensitive information in the register.



1. Identification and ownership
	Field
	Organisation entry

	Register ID and status
	[ID] — ☐ Proposed  ☐ Trial  ☐ Approved  ☐ Paused  ☐ Retired

	System / product / model
	[Name, supplier, model and version]

	Approved use
	[Specific task, workflow or decision supported]

	Business area and locations
	[Teams, sites and jurisdictions]

	Accountable owner
	[Name, role and contact]

	Operational users
	[Roles or groups allowed to use it]

	Supplier / contract owner
	[Supplier and internal contract owner]

	Dates
	[Added / approved / deployed / last reviewed / next review]



2. Purpose, capability and limits
	Field
	Organisation entry

	Business goal and success measure
	[Why it is used and how value will be measured]

	Capability
	[What the system does and key components or integrations]

	Approved inputs and outputs
	[Data types, sources, outputs and permitted recipients]

	Limitations and excluded uses
	[Known limitations, prohibited contexts and foreseeable misuse]

	Human oversight
	[Who reviews, can override, pause or stop, and when]

	Alternative / continuity process
	[What happens if the system is unavailable, unsafe or retired]





3. People, information and risk
	Area
	Register entry
	Evidence / linked record

	Affected people
	[Workers, applicants, customers, community or other groups]
	[Consultation or stakeholder record]

	Personal or sensitive information
	☐ None  ☐ Personal  ☐ Sensitive  ☐ Employee  ☐ Health  ☐ Other
	[Privacy assessment, notices, lawful basis and controls]

	Significant decisions
	[Does it make or substantially inform decisions affecting rights or interests?]
	[Automated decision inventory / human-review process]

	WHS and work design
	[Physical or psychosocial risks and opportunities]
	[WHS assessment and consultation]

	Fairness and accessibility
	[Potential bias, discrimination, exclusion or accessibility issues]
	[Tests, adjustments and review]

	Security and resilience
	[Access, integrations, hosting, threats, incident response and recovery]
	[Security review and supplier evidence]

	Risk rating
	[Initial and residual rating using organisation method]
	[Impact/risk assessment and treatment plan]



4. Controls, testing and monitoring
	Field
	Organisation entry

	Key controls
	[Data, access, approval, human review, disclosure, logging, safety and other controls]

	Acceptance criteria and tests
	[What was tested, representative groups, results and approval]

	Training and instructions
	[Required training, users and completion record]

	Monitoring
	[Measures, thresholds, review frequency, feedback and incident channels]

	Change management
	[How supplier, model, data, configuration and use changes are assessed]

	Records and retention
	[Logs, decisions, prompts/outputs, approvals, location and retention]

	Exit / retirement
	[Notice, data export/return/deletion, records, access removal and replacement]



Approval and review
	Field
	Organisation entry

	Decision
	☐ Approved   ☐ Approved with conditions   ☐ Not approved   ☐ More work required

	Approver and role
	[Enter name and role]

	Approval date
	[DD/MM/YYYY]

	Conditions or actions
	[Enter any conditions, actions, owners and dates]

	Next review date
	[DD/MM/YYYY, or review trigger]




Register maintenance check
☐  The accountable owner, approved use, users, risk rating and linked evidence are current.
☐  Material changes to the model, supplier, data, configuration or use trigger reassessment before use continues.
☐  Monitoring, feedback, incidents, review dates and decisions are recorded.
☐  Paused or retired systems have access removed and data, records and continuity actions completed.
Australian context and sources
Use these sources as a starting point. Check current Commonwealth, state or territory laws, regulator guidance, industrial instruments, contracts and organisation-specific requirements that apply to your workplace.
National AI Centre — Guidance for AI adoption: implementation guidance
OAIC — Guidance on privacy and the use of commercially available AI products
Safe Work Australia — Artificial intelligence and digital technologies
OAIC — APP 1.7–1.9 transparency obligation for automated decision-making
Important notice
This editable sample template is provided by Workplace AI Governance for general educational and guidance purposes only. It is a starting point and does not constitute legal or professional advice, certification, or proof of compliance with applicable laws or regulations. Review and adapt it for your organisation's operations, workforce, applicable laws, regulatory requirements and specific workplace risks, and seek independent professional advice where appropriate. Responsibility for the accuracy, suitability, implementation and ongoing review of the completed document remains with the organisation using it.
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