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Task - AI Ethics Idea Checklist
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[bookmark: _Toc226450458]Introduction
Ensuring that AI is developed and deployed ethically is the responsibility of the technology companies and government, but what we choose to use it for and how we choose to do so is entirely within our power.  
This checklist provides nearly 50 ideas suitable both for individuals and organisations. Run through it and decide which you need to action, who will do so and by when to create a simple action plan.


[bookmark: _Toc226450459]♻️ Energy, Sustainability & Water Use
AI systems — especially large language models (LLMs) — use significant electricity and water. Ethical use means choosing lower‑impact options where possible and avoiding unnecessary compute.
	Action
	Who
	When

	1. Use smaller AI tools when possible. Choose “small model” or “local model” options when available to lower energy use; faster responses; cheaper or free.
	
	

	2. Use AI on your own data instead of asking it to generate from scratch. Upload your own text, notes, or documents and ask AI to summarise or rewrite rather than generate new content, which uses far less compute; reduces environmental impact.
	
	

	3. Avoid repeated or unnecessary prompts. Draft your question carefully before sending; avoid “prompt‑spamming” as this uses fewer computation cycles and gives better results.
	
	

	4. Use AI for tasks that genuinely save time.  Prioritise tasks like summarising, drafting, or checking clarity to reduce wasted computing and staff time.
	
	

	5. Prefer providers with public sustainability commitments. Choose tools from companies that publish environmental reports to support responsible industry behaviour.
	
	

	6. Switch off IT and lights outside of normal working hours. OK, it’s not AI but it not only reduces energy use but also cost and fire risk.  
	
	

	Advanced actions (for larger or more capable organisations)

	7. Set internal guidelines for when AI should or shouldn’t be used.  Create a simple “AI use policy” that encourages low‑impact use to reduce unnecessary computing time across the organisation.
	
	

	8. Use energy‑efficient cloud settings. Choose data centres powered by renewable energy where possible, as these have a lower carbon footprint.
	
	

	9. Track approximate AI usage.  Monitor how often staff use AI tools and for what tasks to help identify wasteful patterns.
	
	

	10. Prefer models that offer “efficiency modes”. Use “fast mode,” “small model,” or “low‑compute mode” when available to reduce energy and water use.
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AI can reflect or amplify biases in its training data. This can lead to unfair or harmful outputs, especially for marginalised groups. Ethical use means checking outputs and avoiding harm.
	Action
	Who
	When

	1. Always review AI outputs before using them - treat AI as a draft, not a final answer to prevent biased or harmful content from being shared.
	
	

	2. Avoid asking AI to make decisions about people.  Don’t use AI to judge eligibility, behaviour, or personal traits to reduce the risk of discrimination.
	
	

	3. Ask AI to “check for bias” in its own output. After generating text, ask: “Check this for bias or unfair assumptions” to help identify possible bias. 
	
	

	4. Use inclusive language prompts. Add “Use inclusive, respectful language” to your prompts to reduce harmful phrasing.
	
	

	5. Help your AI to understand your organisation.  Create a style guide of the kind of language, phrases and words your organisation uses, including any that it would not and ask your AI to remember this to ensure its outputs reflect your organisation’s values and language.
	
	

	6. Encourage people to report problematic outputs.  Create a simple “flag it” culture to build awareness and safety.
	
	

	7. Prevent others posting harmful material.  Ensure your social media feeds and groups are moderated and regularly monitored to prevent others posting harmful material. 
	
	

	8. Prevent others from using your material for harmful purposes.  Ensure those uploading images are aware of the risk of deepfakes and what to do to minimise risk. Charity Excellence has free online training and also online guidance on this.  
	
	

	Advanced actions (for larger or more capable organisations)

	9. Create an internal “AI review checklist”. Include fairness, tone, representation, and risk questions to standardises safe use.
	
	

	10. Train people to recognise bias.  Short workshops or online modules to reduce unintentional harm.
	
	

	11. Use AI only for low‑risk tasks.  Categorise tasks as low/medium/high risk and restrict AI use accordingly to prevent misuse in sensitive areas.
	
	

	12. Keep a log of AI‑related issues. Track when AI outputs cause concern to help refine policies and training.
	
	

	13. Make sure your own data isn’t biased.  When procuring, or funding AI systems that use your own data, ensure there is a full assessment to ensure it does not include in-built bias or creates bias through the way it will be used. 
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AI models are often trained on large datasets that may include copyrighted or creative work. Ethical use means respecting creators and avoiding misuse of protected content.
	Action
	Who
	When

	1. Use AI to transform your own content, not copy others’. Upload your own text and ask AI to rewrite or summarise to avoid copyright risk.
	
	

	2. Do not ask AI to “write like [named author]”. Use neutral style prompts to respect the creative work of others.
	
	

	3. Don’t ever paste copyrighted material into AI tools, unless you have the permission of the originator or a copyright licence, such as NLA or CLA. Only upload content you own or have permission to use to avoid legal and ethical issues.
	
	

	4. Use openly licensed or public‑domain sources. Prefer Creative Commons or public‑domain materials to be safe and ethical.  Charity Excellence Help Finder has an Imagery search with 30 free online imagery libraries. 
	
	

	5. Credit creators when using AI‑generated adaptations. Acknowledge original sources when appropriate to support transparency and respect.
	
	

	6. When AI creates material for you, or if you suspect any output may contain copyright material, as your AI to specifically check the text or image for any potential copyright breach. 
	
	

	7. Create a clear, comprehensive statement explaining your approach to copyright, instruct your AI to comply with this and ask it to remember this.
	
	

	Advanced actions (for larger or more capable organisations)

	8. Create a simple “copyright safe use” policy. Define what staff can and cannot upload or generate to reduce risk and confusion.
	
	

	9. Use AI providers that offer licensing agreements.  Prefer platforms that pay or license content from creators to support ethical industry practices.
	
	

	10. Train staff on copyright basics. Short training on fair use, permissions, and attribution to reduce accidental misuse.
	
	

	11. Maintain a list of approved content sources. Provide staff with safe, licensed repositories to make ethical behaviour easy.
	
	

	12. Buy a copyright licence if you need one. Assess your use of online and AI materials and purchase the relevant copyright licence if you need one. 
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AI can produce confident but incorrect information (“hallucinations”). It can also unintentionally generate misleading or harmful content. Ethical use means verifying facts and avoiding the spread of false information.
	Action
	Who
	When

	1. Always fact‑check AI outputs. Verify key facts using trusted sources to prevent accidental misinformation.
	
	

	2. Ask AI to provide sources. Use prompts like “Give me sources I can check.” to encourage transparency.
	
	

	3. Avoid using AI for issues that very important or sensitive, or complex, unless you have the professional expertise to check outputs to ensure these are accurate.  Seek input from a qualified professional when you need it. 
	
	

	4. Use AI for drafting, not for authoritative statements. Treat AI as a writing assistant to reduce risk of false claims.
	
	

	5. Add disclaimers when sharing AI‑generated content. “This was drafted with AI and checked by a human.” To build trust and transparency.
	
	

	6. Help your AI to get it right. Create a statement of the kinds of credible sources you are happy to rely on and those (or indicators that suggest) sources you would not wish your AI to use and ask it to remember these.  
	
	

	7. Train people how to spot AI hallucinations.  Provide examples of typical AI errors to build confidence and safety.
	
	

	8. Minimise the risk of AI hallucinations.  Encourage people to undertake training to enable them to write clear, comprehensive and effective prompts that will minimise the risk of hallucination. 
	
	

	9. Be careful in using AI in drafting sensitive communications. For example, safeguarding, crisis comms, or legal matters to reduce the risk of serious harm.
	
	

	Advanced actions (for larger or more capable organisations)

	10. Create a “verification workflow” for key messaging. Require two human checks for public‑facing content to provide strong protection against misinformation.
	
	

	11. Maintain a list of trusted fact‑checking sources. Charity Excellence has a guide on the well know ones, which will help you to ensure you have reliable verification.
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♻️ Other Things You Can Do 
One estimate I found in BBC Science Magazine (Apr 26) said an average Chat GPT query emits 0.28g of carbon. And every 5 to 50 queries uses about half a litre of water.  But here’s how other activities compare. 
	Action
	Who
	When

	1. Cloud-based gaming may be one of the worst online offenders. 
	
	

	2. And physical video games (discs) are 100 times more carbon-intensive than online streaming.
	
	

	3. An annual subscription to Netflix, with average viewing times, produces around 17kg of CO2.
	
	

	4. Your Netflix carbon cost is about the same as a single 60-mile journey in a petrol-fuelled car. Typical petrol car emissions are circa 0.25–0.3 kg per mile.
	
	

	5. A single flight from London to Berlin would emit 10 times that amount, per economy passenger.  Short‑haul economy flights typically emit around 150–200 kg per passenger. Business is double that and 1st triple. 
	
	

	6. Eating a single steak can cost 20–30kg and, no, that’s not a typo. 
	
	




The environmental challenge with AI is not the carbon and water cost of running a query but the huge scale at which it is being deployed.
Consider your screen time, but what you buy, eat and where you travel have substantially greater impact.  Switch your computer off, eat vegetarian, and buy a smaller/electric car next time, or better still use public transport and get yourself a bike. Individually, the difference we can make is miniscule, but we do make a difference and there are 8 billion people on the planet.   
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	Help us to help everyone by sharing this with your network. Charity Excellence Learning: certificated, online AI courses that anyone can undertake.
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