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Definitions: 
Artificial intelligence (AI) is an umbrella term for a set of technologies that enable computers to 
perform a variety of advanced functions, including the ability to see, understand and translate 
spoken and written language, analyze data, make recommendations, and more1.   
 
Generative Artificial Intelligence (Generative AI, GenAI, or GAI) is a subfield of artificial 
intelligence that uses generative models to produce text, images, videos, or other forms of 
data2. These models learn the underlying patterns and structures of their training data and use 
them to produce new data based on the input, which often comes in the form of natural 
language prompts. 

 
Policy: 
Capacity Canada will use AI as one of the resources noted in our Mission: “Bringing together the 
ideas, people and resources that fuel social innovation”, and with thought given to our values of 
Collaboration, Optimism, Diversity, and Accountability. 
 
We believe: 

• AI can be used to transform human work, including in the non-profit sector. 
• AI is a tool to assist us and not a human decision maker. Human decision making will always be 

the final decision maker. 
• AI is best used to supplement human work. Our work will remain human-centered. 
• AI should not be used to replace the relationships that are at the heart of the social good sector. 
• If you want people to engage with AI, you need to treat it as an active tool, not a passive 

teammate. – trust but verify 
• AI augments rather than replaces human capabilities. Every AI interaction will begin with human 

intent and end with human judgment, creating a continuous loop of purposeful engagement. 
There will always be a human-in-the-loop. 

• Collaborating with/using AI tools to support problem-solving and creativity, while considering 
ethical implications like ownership and bias. 

• As AI adoption accelerates, the need for accessible and comprehensive AI literacy grows 
• Transparency and explainability are key priorities for Capacity Canada 
• The importance of fundamental/foundational values must lie at the heart of all AI usage. 

 

1 https://cloud.google.com/learn/what-is-artificial-intelligence  

2 https://en.wikipedia.org/wiki/Generative_artificial_intelligence 
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• That the fundamental responsibilities of boards need to include strategic foresight and long-term 
planning. 

• We must continuously recognize the need to Bring back to mission – Building capacity- Building 
communities – when using AI 

 
Procedures: 

• Capacity Canada will work with external human rights experts to strengthen protections and 
continuously improve 

• We will provide client and partner organizations with disclaimers and disclosures whenever AI is 
used, and we ensure our AI systems are understandable and explainable. 

• We will strive to reduce bias and ensure fairness in AI outcomes by implementing rigorous 
testing and validation processes to identify and mitigate biases in AI models 

• We will strive to reduce bias and ensure fairness in AI outcomes 
• Privacy ensures that AI initiatives comply with data protection laws. We will ensure the 

separation of internal and external data to protect client organizations’ data 
• We will focus on safeguarding AI systems and the data processed. This will assist in identifying 

and mitigate security risks, ensuring the confidentiality, integrity, and availability of AI services. 
 
Acceptable Use:  
AI shall be used in a professional, ethical, and lawful manner with consideration to 
transparency, accuracy, and fairness. Users should respect the rights and privacy of others and 
shall not use AI in any way that is illegal or harmful. AI tools shall not be used to produce or 
otherwise interact with information, images, files, or other digital content not related to 
company objectives, including obscene or potentially offensive content.  
 
Examples of ACCEPTABLE use include: 

a. Example 1 – generating a first draft of answers for a grant application or an RFP that would then 
be reviewed and revised manually. AI use is disclosed. 

b. Example 2 – performing supplementary macro-environment, industry and sector 
research/analysis to support a client, reviewing and revising manually. AI use is disclosed. 

 
Examples of UNACCEPTABLE use include: 

a. Using AI to generate work without human review of content and source checking, and/or 
without disclosing use of AI.  

 
Privacy and Data Protection:  
AI shall not be used in a way that infringes upon individuals’ privacy rights. The use of AI must 
comply with all applicable privacy laws and regulations and with Capacity Canada’s privacy 
practices. Users are prohibited from inputting personally identifiable information or sensitive 
business information into third-party AI applications.  
 
Security:  
Users may be provided with access to Capacity Canada’s licensed AI platform, Microsoft CoPilot, 
in accordance with their job responsibilities. As with all corporate technology systems and data, 
users must take all necessary precautions to prevent unauthorized access and to protect the 
integrity and security of the platform(s). This includes protecting passwords and other access 
information, updating and patching software as required, and reporting any suspected security 
breaches immediately to leadership. 
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Transparency:  
Where we use AI in interactions with individuals or organizations, we must do so in a 
transparent manner.  We will disclose our use of AI as an organization, and when it is relevant to 
work with our clients. 
 
Accuracy and Quality:  
Users must ensure that data used by AI is accurate, complete, and high-quality. Inaccurate or 
poor-quality data can lead to incorrect or biased decisions by the AI. Users are encouraged to 
also consider the context in which the output will be incorporated into business work for 
appropriateness and accuracy.  
 
Fairness and Non-Discrimination:  
AI must not be used in a way that discriminates against, or harms individuals or groups based on 
characteristics such as protected grounds under the Ontario Human Rights Code.  
 
Training and Supervision:  
Users must undergo appropriate training from Microsoft before using AI. Capacity Canada’s 
leadership is responsible for supervising use and providing information about potential risks. 
 
References: 

• Thrive AI Policy Template 
• UNESCO Recommendation on the Ethics of Artificial Intelligence 

 

 

https://thrivenextgen.com/ai-policy-template/
https://unesdoc.unesco.org/ark:/48223/pf0000381137

