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Are you staring at your screen? Do you have a report due tomorrow and you’re tempted to paste a section you’ve written into an artificial

intelligence tool to polish the wording. But you worry: would that be crossing a line?

Later that week, a colleague admits they used AI to brainstorm presentation ideas. Now you wonder if you’re falling behind by not taking

advantage of these tools.

AI can save hours and spark creativity, yet the nagging question remains: what is acceptable at work?

This hesitation is becoming common in workplaces everywhere. Some people avoid AI out of fear, while others use it freely without

considering the risks. But the real issue isn’t whether to use AI, it is how. The new professional skill is knowing when it is appropriate and

when it is not.

Why it matters

Make no mistake, artificial intelligence isn’t a passing trend. Tools are already woven into how reports are written, presentations are shaped

and data is summarized. In Canada, more than half of workers who use AI say it boosts their productivity, yet few use it daily, a TD survey

shows.

And, according to a KPMG study, fewer than half of Canadians feel they have strong knowledge of AI, with only 24 per cent having received

formal training. Avoiding these tools can mean spending more time on tasks that could be streamlined, while using them without thought

can create serious problems – from plagiarism to inaccuracies or over-reliance.

That’s why learning to navigate the middle ground has become a new workplace skill. Professionals who understand when AI adds value

and when it doesn’t, gain an edge. They save time without cutting corners, build confidence in their output and can use AI as a tool to

enhance their own judgment rather than replace it.

A practical checklist for using AI with confidence

Before you turn to AI, ask yourself these six questions. They’ll help you decide whether you’re using it wisely or better off relying on your

own expertise.

Does this task need my original voice or judgment? If the answer is yes – such as for a performance review or a sensitive email –

then AI can support, but should not replace you. Use it to polish grammar or suggest phrasing, but keep the core message yours.

Am I representing this as my own work? Plagiarism isn’t just copying text; it is also passing off ideas without acknowledgment.

Editing or refining your own draft with AI is fine. Wholesale lifting – using AI to create content and then claiming it as entirely your own –

is not.

Would I be comfortable if others knew I used AI for this? This is the transparency test. If you’d hesitate to admit it – for example,

passing off AI’s draft as your own research – then you have a bright red flag. Don’t do it.

Is this saving time without lowering quality? AI is excellent for first drafts, summarizing long material or reformatting text. But if it

makes your work less accurate or strips away important nuances, it is not worth the shortcut.

Am I fact-checking the output? AI can be wrong, even when it sounds confident. It can “hallucinate” details that aren’t true.

Verification is non-negotiable. Always double-check dates, numbers and references and treat AI as an assistant. You are still the authority.

Does this align with organizational expectations? Some workplaces already have policies on AI use, while others are still figuring it

out. If you’re unsure, ask. It is better to clarify now than face questions later.

Practical ways to use AI responsibly

AI can be a powerful helper when used in the right ways. Editing and proofreading your own draft is a safe use – the ideas and structure are

still yours, but the tool helps polish the language. Just be sure not to paste any proprietary, confidential or sensitive information into an AI
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platform as many tools store or learn from user inputs.

Brainstorming is another low-risk use. Asking AI for three ways to frame a presentation or for possible titles can spark your creativity.

Summarizing long documents for your personal understanding is also appropriate, as long as the material isn’t private or restricted.

Automating repetitive formatting or scheduling tasks is similarly safe. In each case, AI saves time while leaving ownership of the thinking

with you.

But where it crosses the line is just as important to note. Lifting articles or reports word-for-word, submitting AI work as your own or

skipping the fact-checking isn’t just unethical, it’s puts your credibility at risk, and can also harm your employer’s reputation. These aren’t

shortcuts; they’re actions that damage trust. Used responsibly, AI enhances your work. Used carelessly, it undermines it.

AI tools are not going away and professionals who learn to use them wisely will have the edge. Confidence doesn’t come from avoiding these

tools but from asking the right questions and using them with intention.

The strongest results happen when AI handles routine work and sparks new ideas, while people bring the judgment, integrity and creativity

that machines can’t replace. By treating AI as an assistant rather than a substitute, you not only save time but also strengthen the quality

and credibility of your work.

Merge Gupta-Sunderji is a speaker, author, mentor to senior leaders, and the chief executive officer of the leadership development

consultancy Turning Managers Into Leaders.
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