AI Council – Terms of Reference (ToR)

This Terms of Reference (ToR) establishes the role, membership, responsibilities, and operating procedures of the AI Council at [Company].
The AI Council provides oversight, guidance, and governance for the responsible use of Artificial Intelligence (AI) across the organisation.

1. Purpose

The AI Council ensures that AI initiatives align with [Company]’s strategy, comply with legal and regulatory requirements, and are delivered ethically, securely, and responsibly.

2. Objectives

- Provide governance and oversight of AI adoption.

- Approve, reject, or request revisions to proposed AI use cases.

- Ensure AI policies, frameworks, and standards are followed.

- Monitor risks, ethics, and compliance related to AI.

- Report regularly to the Executive Committee and Board of Directors.

3. Membership

- Chair: CIO or CTO

- Permanent Members: Head of Compliance, Chief Data Officer, HR Director, Legal Counsel

- Rotating Members: Business Unit Representatives, IT Operations, Data Science Lead

- Secretariat: AI Programme Manager (provides admin and record keeping)

4. Responsibilities

- Review and approve AI use cases before deployment.

- Maintain the AI Use Case Catalogue.

- Oversee risk assessments and DPIAs for AI projects.

- Monitor AI adoption progress and ROI.

- Ensure explainability, accountability, and transparency.

- Approve updates to AI policy and governance frameworks.

5. Decision-Making

- Quorum: At least 5 members, including the Chair and Head of Compliance.

- Voting: Decisions are made by majority; the Chair holds the casting vote.

- Records: All decisions must be logged in the AI Council Decision Log.

- Escalation: High-risk or disputed issues escalated to the Executive Committee.

6. Meetings

- Frequency: Bi-monthly or as required.

- Format: In-person or virtual.

- Agenda: Issued 5 working days in advance.

- Minutes: Documented within 5 working days of meeting.

- Attendance: Members may delegate but must nominate alternates in advance.

7. Reporting

- Quarterly report to the Executive Committee.

- Annual summary to the Board of Directors.

- Reports to include AI adoption metrics, risks, incidents, and ROI outcomes.

8. Review of ToR

This Terms of Reference will be reviewed annually by the AI Council and approved by the Executive Committee.

Updates must reflect changes in regulation, business strategy, and best practice.

Approval

Approved by: ____________________________

Date: ____________________________

