FOR HR AND TEAM LEADERS

THE HR ADOPTION HANDBOOK

How to roll out Al at work so people actually use it, safely,

and keep using it. Plain English, no jargon, built to be used

the same afternoon you read it.

FIVE DECISIONS A 90-DAY PLAN

A POLICY TO ADAPT

BEFORE YOU BEGIN

THE JOB IS NOT TO TEACH AL IT IS TO MAKE IT SAFE AND
NORMAL.

Most Al rollouts stall for the same reason: nobody decided the boring
things. Which tool, who can use it, what they must never paste into it, and

who to ask. Settle those, and the training becomes easy.

THE ONE IDEA TO REPEAT TO EVERYONE

Al gives you the speed. You keep the judgment. Check every fact

before it leaves your hands.

This handbook is a starting point you adapt to your company. It is not legal advice, so have your

counsel or compliance team review the policy before you publish it.



FIVE DECISIONS TO MAKE BEFORE ANYONE IS TRAINED

Write the answers down. One page is enough.

1~ WHICH TOOLS ARE APPROVED?

Name them. If your company already pays for Microsoft Copilot, Claude or Google
Gemini, start there. People will use something anyway, so give them an approved option.
Ask your IT team what protections your plan includes, and write down what they tell

you.

2 WHO GETS ACCESS FIRST?

Start with one team that has repeatable work and a manager who is curious. A small

group that succeeds is the best advertisement for everyone else.

3~ WHAT MUST NEVER GO IN?

Settle this in writing (section 02). It is the single decision that prevents most problems.

4 WHO ANSWERS QUESTIONS?

Name a person, not a committee. People stop using a tool when they do not know
whom to ask.

5 HOW WILL YOU KNOW IT IS WORKING?

Pick two or three signals now (section 06), so you are not guessing in three months.



WHAT DATA IS SAFE TO USE

Give people a simple traffic light. They will use it, because it is easy to

remember.

EXAMPLES THE RULE

GREEN Public information, your own Fine in any approved tool.
drafts, general questions, made-

up examples

YELLOW Internal documents, customer Only in the approved
names, pricing, meeting notes company tool, signed in with
a work account. Remove

what you do not need.

RED Passwords, personal health or Never. Ask your compliance
financial details, employee contact first.
records, anything under a

contract or law that restricts it

Scrub it first. Swap real names, account numbers and amounts for placeholders when you

only need the pattern. It takes a moment and lowers the risk.

Your own industry may add rules of its own, for example for health, legal or financial work. Check

with the person responsible for compliance before you lock the table.



THE ONE-PAGE USAGE POLICY

Copy this, fill in the highlighted parts, and have your counsel review it.

Short policies get read. Long ones get ignored.

HOW WE USE Al AT COMPANY NAME

Approved tools. List the tools, signed in with your work account. Please do not use
other Al tools for company work.

What you may do. Draft, summarize, brainstorm, analyze and organize your own work.

What stays out. Red-level data, as listed in our data guide. If you are not sure, ask
Name or role first.

You are the author. You are responsible for anything you send or act on, whether or not
Al helped. Check facts, numbers, names and quotes against a real source before they

leave your hands.

Be open about it. Tell your manager how you use it. Where a client or customer would
reasonably want to know, say so.

Questions and mistakes. Ask Name or role. If something goes wrong, tell us early. We
would rather fix it together than find it later.

Reviewed: Date. We review this policy every 6 months, because the tools change.



YOUR FIRST 90 DAYS

Small, steady and visible beats a big launch that fades.

DAYS 170 30: PREPARE AND PILOT

e Make the five decisions and publish the one-page policy.
e Choose one pilot team and one manager who will go first.

¢ Give the pilot team the training that matches their tool (section 05) and ask each person to

pick one repeat task to try.

e Hold a 20-minute kickoff. Show the policy, show one real task done with Al, answer

questions.

DAYS 3170 60: LEARN WHAT WORKS

e Meet the pilot team every two weeks for 20 minutes. Ask: what saved time, what went wrong,

what surprised you?
e Collect the prompts that worked into one shared document.

e Fix the gaps you find: unclear rules, missing access, tasks the tool is wrong for.

DAYS 6170 90: WIDEN IT

e Share two or three real before-and-after stories from the pilot, in the team’s own words.
e Add the next team, with the pilot team members as their first helpers.

e Add the training to new-hire onboarding, so every new person starts with the same rules and

the same basics.



MATCHING PEOPLE TO TRAINING

Different people need different starting points. Match the training to the

tool they will actually use and the work they actually do.

IF YOUR TEAM.. START WITH

Works mostly in Microsoft 365 (Outlook, The Microsoft Copilot Academy

Word, Excel, Teams)

Uses Claude for writing, analysis and The Claude Academy
building tools

Uses Google Workspace The Gemini Academy
Uses Meta Al The Meta Al Academy

Needs a general library that covers many  The Vinyl Academy: Rock & Roll

departments

Does finance, data or IT work The Trading Desk, The Data Desk,
or The Geeky Nerds

Runs the systems, security or helpdesk The Control Room

Each person works through their academy at their own pace, starting with Step 1. Every seat is
one person with one login, so each person you train needs their own purchase. Email us for

multi-seat arrangements.

Be honest about what the platform tracks. Each person’s progress is saved in their own
browser, so the academies do not send completion reports to HR. Use a short check-in

conversation instead (section 06).


http://localhost:5189/platform.html#copilot
http://localhost:5189/platform.html#claude
http://localhost:5189/platform.html#gemini
http://localhost:5189/platform.html#meta
http://localhost:5189/platform.html#vinyl-academy
http://localhost:5189/platform.html#trading-desk
http://localhost:5189/platform.html#data-desk
http://localhost:5189/platform.html#geeky-nerds
http://localhost:5189/platform.html#control-room
mailto:jimmyk@vinyl-academy.com?subject=Team%20seats

06 - MEASURE

HOW TO TELL WHETHER IT IS WORKING

Measure what people tell you and what they make, not what a dashboard

guesses.

ASK THREE QUESTIONS COUNT REPEAT TASKS

Every month, ask each pilot member: How many routine tasks now have a
What did you use it for? About how saved prompt or a standard way of
much time did it save? What did you doing them? That number only goes up
have to fix? when people trust the tool.

WATCH FOR QUALITY LISTEN FOR QUESTIONS

Ask managers whether the work that Good questions mean people are trying.
comes back is as good, better or worse Silence usually means they stopped. Go
than before. Fewer rewrites is a real ask them.

signal.

Keep your own numbers modest and honest. A rough estimate from the person doing the work

is more useful than a precise figure nobody believes.



THE HARD CONVERSATIONS

People are rarely against Al. They are worried about something specific.

Answer that.

“IS THIS GOING TO REPLACE ME?”

Say what you know: you are asking people to use it to do their own work faster, and the
judgment stays with them. Do not promise what you cannot control. Do offer to revisit the

question openly as you learn more.

“WHAT IF IT GETS SOMETHING WRONG?"

It will, sometimes. That is why the rule is that you check before it leaves your hands, and

why reporting a mistake early should be treated as the right thing to do.

“IS MY DATA SAFE?”

Point to the traffic light and the approved tool. Be specific about what you have

confirmed with IT and what you have not.

“I AM NOT TECHNICAL.”

Good. If you can write an email, you can do this. Start with one small task, then a second.



A SCRIPT FOR A MANAGER’S FIRST TEAM CONVERSATION

SAY SOMETHING LIKE THIS

We are going to try this on one task each, for a month. You

choose the task. You decide what goes in, within the rules. You

check the result before it goes anywhere. Tell me what works and

what does not, and nobody gets in trouble for either.




08 - LAUNCH

THE LAUNCH CHECKLIST

Check items off as you go. Your checks stay in this browser, and they print.

Approved tools named and confirmed with IT

Data traffic light agreed with compliance

One-page policy filled in, reviewed by counsel and published
A named person people can ask

Pilot team and pilot manager chosen

Training matched to each person’s tool, and a seat bought for each person
Kickoff held, with one real example shown

Two or three success signals chosen

20-minute check-ins every two weeks scheduled for the pilot
Shared document started for prompts that work

Policy review date on the calendar

New-hire onboarding updated to include the training



WANT THIS BUILT AROUND YOUR COMPANY?

We work with HR and team leaders to adapt this to your tools, your data rules

and your teams. Tell us what you are trying to do and we will say plainly

whether we can help.




