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Tool 1.1 - Shadow AI Audit                                                                       
Staff Discovery Survey
This survey is a listening exercise. There are no wrong answers. We want to understand what tools people are using so we can support you better.



	A message from [CEO / Chair name]
[Replace this placeholder with a brief personal message from your CEO or Chair. Suggested content: why the organisation is running this survey, that participation is encouraged and responses are confidential, and that the goal is to make better decisions about AI tools and support — not to audit individuals. 3–5 sentences is sufficient. A named, personal message significantly improves response rates.]



About this survey
This survey takes approximately 10 minutes to complete. Your responses are confidential and will be reviewed only in aggregate. The goal is to build a picture of how AI is being used across the organisation so we can make informed decisions about tools, policy, and support.

Please answer as honestly as you can. Partial answers are fine — don't leave a question blank just because you're unsure.

	Section A — About You



Q1. What is your role / function?
	☐ Senior Leadership
	☐ Finance
	☐ Operations
	☐ HR / People
	☐ Sales / Marketing
	☐ IT / Technology
	☐ Legal / Compliance
	☐ Other


Q2. How long have you been in your current role?
	☐ Less than 1 year
	☐ 1–3 years
	☐ 3–5 years
	☐ More than 5 years



Q3. How would you describe your general comfort level with digital tools?
	1 – Low
	2
	3
	4
	5 – High



1 = Not comfortable at all   ·   5 = Very comfortable, I'm usually an early adopter

	Section B — AI Tool Usage



Q4. Do you use any AI tools as part of your work — even occasionally?
	☐ Yes, regularly (weekly or more)
	☐ Yes, occasionally
	☐ I’ve tried a few things but don't use them regularly
	☐ No, I don't use AI tools for work





Q5. Which AI tools have you used for work purposes in the last 3 months?
Tick all that apply. Includes generative AI, AI-assisted analytics, automation tools, and any tool with a significant AI component. Including tools you've used on personal devices for work tasks.

	☐ ChatGPT
	☐ Microsoft Copilot
	☐ Google Gemini
	☐ Claude (Anthropic)



	☐ Grammarly / Notion AI
	☐ GitHub Copilot
	☐ Midjourney / DALL-E
	☐ Other (list below)
	



	Please add other tools not listed above - including any AI-assisted analytics, scheduling, or specialist tools:





Q6. What tasks do you use AI tools for?
Tick all that apply.

	☐ Drafting documents / emails
	☐ Summarising information
	☐ Research and analysis
	☐ Writing code or scripts



	☐ Data analysis / spreadsheets
	☐ Presentations
	☐ Customer communications
	☐ Developing strategy, position or plans

	☐ Other (describe below)
	
	
	



	Please add other uses not listed above:







	Section C — Data & Risk Awareness



Q7. When using AI tools, have you ever entered any of the following types of information?
Be honest — this helps us understand the risk picture. Tick all that apply.

	☐ Customer names / contact details
	☐ Financial information
	☐ Employee / HR information
	☐ Strategic or confidential plans



	☐ Supplier / partner information
	☐ Legal or regulatory documents
	☐ No — I've only used general / non-sensitive info





Q8. How confident are you that the AI tools you use handle your data safely?
	1 – Low
	2
	3
	4
	5 – High



1 = Not at all confident   ·   5 = Very confident


Q9. Are you aware of any organisational policy on AI tool usage?
	☐ Yes, I'm aware of a clear policy
	☐ I’ve heard something but it's not clear
	☐ No — I don't know of any policy




Q10. If there's no policy or the policy is unclear, how do you decide what's acceptable to use?

	Please comment:













	Section D — Needs & Gaps



Q11. Why do you use AI tools that haven't been officially approved?
Select the main reason(s).

	☐ They’re more capable than approved tools
	☐ No approved tools exist for what I need
	☐ Approved tools are too slow or complex
	☐ I didn't know I needed approval



	☐ I’m just experimenting / learning
	☐ Other (describe below)
	☐ I only use approved tools



	Please add other reasons not listed above:




Q12. What problem are you most trying to solve with AI tools?
	Describe in your own words — what task or frustration AI is helping you with?




Q13. If the organisation provided an officially approved AI tool, what would it need to do for you to actually use it?
	Please add a comment.




Q14. Is there anything else you'd like us to know about how AI is being used in your area of the business?

	Optional – please add an observation/s:




	Thank you for completing this survey.
Your responses will be reviewed in aggregate alongside returns from across the organisation. We will share findings and next steps with all staff. If you have questions, contact [INSERT NAME / EMAIL].







Disclaimer
The AI Governance Toolkit is provided by the Institute of Directors (IoD) Ireland for general informational purposes only. It is intended as a practical guide to support members. The toolkit does not constitute legal, regulatory or professional advice. IoD Ireland accepts no liability for any loss, damage or consequence arising from the use of, or reliance on, this material. 
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