Staff Survey: Understanding Current Use and Perception of AI Tools

Introduction
The results of this anonymous survey will inform the development of a practical and thoughtful AI acceptable use policy that reflects how we work. No identifying information will be collected. Categorical responses will be reported in aggregate. Open-ended responses will be coded by theme, and selected quotes may be included (without attribution) to help illustrate key insights.

This survey should take about 3 minutes to complete and will close on <DATE> at <TIME>.

Survey 
1. Have you used any AI tools (such as ChatGPT, Grammarly, Microsoft Copilot, etc.) for your work at <WORKPLACE> purposes in the last 6 months?
· Yes
· No/not sure  skip to Q6

2. Which AI tools have you used for work? (Check all that apply)
· ChatGPT
· Microsoft Copilot 
· Claude
· NotebookLM
· Grammarly
· Canva AI features
· Adobe Firefly or Photoshop AI
· Google Gemini
· Otter.ai or similar transcription tools
· Other (please specify): ___________

3. What types of tasks have you used AI tools for? (Check all that apply)
· Drafting emails, memos, or announcements
· Summarizing or editing content
· Brainstorming ideas
· Writing grants, proposals, or reports
· Data analysis or visualization
· Creating presentations or design materials
· Transcription or meeting notes
· Signing cards (birthdays, thank you, sympathy)
· Other (please specify): ___________

4. How often do you use AI tools for work? (Select one)
· Daily
· A few times a week
· A few times a month
· Rarely

5. Have you received any training or accessed resources about using AI tools in the workplace?
· Yes, formal training (e.g., workshop, webinar, course)  skip to Q7
· Yes, informal resources (e.g., articles, videos, peer recommendations)  skip to Q7
· No/not sure  skip to Q7

6. How open are you to using AI tools to support your work at <WORKPLACE>?
· Very open: I am eager to explore and adopt new tools
· Somewhat open: I am curious but cautious
· Neutral: I could go either way
· Somewhat resistant: I have concerns or reservations
· Not open: I do not see a role for AI in my work

7. What are your top questions, concerns, or suggestions about using AI tools at work? (Open text box)

8. Is there anything you would find helpful in an AI policy or set of guidelines? (Open text box)

