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@ Responsible Al Governance

Implementation Checklist & Action Plan

B Company Information

Company: JZ Payroll Outsourcing & Contract Staffing
Mobile: 9911824722
Email: pyushverma@contractstaffinghub.com

Website:  www.contractstaffinghub.com

(@ Executive Summary for HR/Staffing Industry

As a payroll outsourcing and contract staffing company, your Al governance
priorities should focus on:

Fair hiring and candidate matching algorithms - Prevent discrimination in
recruitment

Payroll data privacy and security - Protect sensitive financial information
Bias-free candidate assessment - Ensure equal opportunity for all candidates
Employment law compliance - Adhere to labor regulations across jurisdictions
Transparent communication - Build trust with clients and candidates

Employee data protection - Safeguard personal and employment records

B High Priority - Critical for compliance & risk mitigation
Medium Priority - Important for operational excellence

B Low Priority - Nice to have, future considerations
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. PHASE 1: IMMEDIATE ACTIONS (0-3 MONTHS)

Initial Assessment & Al Inventory

[ ] Document all Al tools currently in use - List ATS (Applicant Tracking
Systems), resume screening software, chatbots, and any automated
systems

(] Identify Al-powered candidate matching systems - Document
algorithms used for job-candidate pairing and recommendation engines

[ ] List payroll automation and calculation systems - Include any Al used

for payroll processing, tax calculations, or compliance checks

[ ] Document data sources and databases - Identify where candidate,

employee, and payroll data is stored and accessed

[] Assess third-party Al vendors - List all external Al service providers
(LinkedIn Recruiter, Indeed, screening tools)

() Action Item: Create a comprehensive spreadsheet listing: System Name |
Purpose | Vendor | Data Used | Risk Level | Current Controls

Executive Leadership & Governance Structure

[ ] Appoint an Al Governance Owner - Designate a C-level executive
(CEQ/COO/CTO) as the primary accountability owner
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[:] Form an Al Ethics Committee - Include representatives from HR, Legal,

IT, Operations, and Client Services

E] Define roles and responsibilities - Document who approves Al

deployments, monitors systems, and handles incidents

[ ] Establish escalation procedures - Create clear paths for reporting Al

concerns or incidents

[ ] Schedule regular governance meetings - Plan monthly or quarterly Al
governance review sessions

Immediate Risk Assessment for HR/Staffing

E] Assess hiring bias risks - Evaluate if your Al systems discriminate based
on gender, age, race, or other protected characteristics

[:] Review payroll data privacy - Ensure compliance with data protection
laws (GDPR, local privacy acts)

[ ] Check for discriminatory screening - Test if resume screening tools
unfairly filter candidates

C] Identify data security vulnerabilities - Assess risks of data breaches in

payroll and candidate databases

[:] Evaluate vendor compliance - Confirm third-party Al tools meet legal

and ethical standards

/\ Critical for HR/Staffing: Non-compliance with anti-discrimination laws
can result in lawsuits, fines up to millions, and severe reputational damage
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B Quick Policy Framework

[

Draft Al Usage Policy - Create initial guidelines on acceptable Al use in

recruitment and payroll

Establish data handling principles - Define how candidate and
employee data can be collected, used, and stored

Create transparency requirements - Mandate disclosure when Al is

used in hiring or employment decisions

Define human oversight requirements - Specify which Al decisions
require human review (e.g., candidate rejection)

Set data retention policies - Determine how long to keep candidate and
payroll data

B stakeholder Communication

]

Inform candidates about Al usage - Update job postings and
application processes to disclose Al screening

Communicate with client companies - Explain Al governance measures

to build trust with hiring organizations

Train internal staff - Conduct initial awareness sessions on responsible

Al for recruiters and HR staff

Update employee handbook - Include Al governance policies in internal

documentation
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(] Prepare external communications - Draft website content and

marketing materials highlighting responsible Al practices

# PHASE 2: SHORT-TERM ACTIONS (3-12 MONTHS)

B Comprehensive Al Governance Framework

D Develop detailed Al Ethics Charter - Document core principles: fairness,
transparency, accountability, privacy, security

E] Create Al Risk Assessment Framework - Build methodology to evaluate
risk level of each Al system (high/medium/low)

[:] Establish Al approval process - Design workflow for reviewing and
approving new Al implementations

D Build incident response plan - Create procedures for handling Al

failures, bias complaints, or data breaches

D Design monitoring dashboards - Implement systems to track Al

performance, fairness metrics, and compliance

Bias Detection & Fairness Testing

[ ] Conduct bias audit on candidate screening - Test if Al unfairly filters

based on names, gender indicators, age, or location
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[:] Analyze historical hiring data - Review past decisions for patterns of

discrimination

E] Test for protected class disparities - Calculate selection rates across
demographics (4/5ths rule compliance)

[ ] Implement ongoing fairness monitoring - Set up automated alerts for

statistical disparities in hiring outcomes

[ ] Engage third-party audit - Consider hiring external experts to validate
fairness testing

[l Industry Standard: EEOC's 4/5ths rule - No group's selection rate should
be less than 80% of the highest group's rate

B Data Privacy & Security Enhancement

E] Implement data encryption - Encrypt all candidate and payroll data at
rest and in transit

E] Establish access controls - Limit who can view sensitive data based on

role and need-to-know

[:] Create data deletion procedures - Enable candidates and employees to

request data removal (right to be forgotten)

E] Conduct security penetration testing - Test systems for vulnerabilities
and strengthen defenses

[:] Implement data anonymization - Use techniques to de-identify data
when possible for Al training
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[:] Create privacy impact assessments - Document privacy risks for each Al

system

] Compliance & Legal Framework

[:] Review applicable employment laws - Map laws by jurisdiction (EEOC,
OFCCP, state Al laws like NYC Local Law 144)

C] Ensure GDPR/data privacy compliance - If operating in EU or with EU

candidates, meet all GDPR requirements

[:] Comply with NYC Local Law 144 - If hiring in NYC, conduct bias audits
and provide notice for automated employment decision tools

E] Update vendor contracts - Include Al governance, liability, and
compliance clauses

[ ] Review insurance coverage - Ensure liability insurance covers Al-related
risks

[ ] Establish legal review process - Require legal sign-off on high-risk Al
deployments

lf] Transparency & Explainability

[ ] Create candidate disclosure notices - Inform applicants when and how
Al is used in hiring decisions
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