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Digital Policy workbook 
A customisable tool for the development of a museum's digital services policy
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This workbook is part of the Digital Policy Toolkit, published as an annex to the Digital Policy Checklist, which has been created to assist museum digital service developers in the development of digital policy. All the tools in the Digital Policy Toolkit can be found on the website of KAMU Espoo City Museum (https://www.espoo.fi/en/kamu-espoon-kaupunginmuseo/infomation-about-kamu). The toolkit is in an editable docx format and the file can be used directly for writing the museum's digital policy. 
The workbook starts with exercises to support the background work for the digital policy, such as reflecting on the purpose and objectives of digital services, defining the concept of digital services, planning a digital policy project and mapping the current state of the museum's digital services. 
After the background work, the digital policy will be written. The final task presents the structure of the digital policy with its subheadings. The digital policy writer can draft the text under the headings by answering the supporting questions and adding information to the tables. The structure of the text can be freely adapted to the museum's purposes. 
The diagram below illustrates the steps and progression of the digital policy project as described in the workbook. The order of the steps may change and they may take place partly simultaneously.
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Start by considering the purpose and objectives of digital policy. You can use the supporting questions to write the text and also use the answer to the task in the final digital policy document.
How do digital services help achieve the museum’s goals? What are the objectives of the digital policy? What is the target image or digital vision of digital services? What kinds of issues do we want to solve with our digital policy?
Click or tap to enter text.
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Define digital services!
What digital services does the digital policy apply to and what does the term “digital service” mean? Is the term “digital services” used to refer to all digital services used and provided by the museum or only, for example, digital services provided to the public or digitisation? Are all digital services under the museum’s control or are they dependent on the decision-making of a background organisation or system supplier? What is the role of digital services in relation to the overall services of the museum? What kinds of terms are used at the museum when talking about digital services and what do they mean? What different dimensions do the digital services contain and which of these dimensions does the digital policy concern (e.g. technology, content creation, etc.)?
For example: 
Office software (e.g. Office 365)
Intranet and tools
Telecommunications links
Digital tools (e.g. computers, telephones)

For example: 
Collection management system
Visitor counters
Digitization
Checkout services and reservations

For example: 
Virtual museums and exhibitions
Mobile guides
Finna
Materials for schools
Website
Videos on YouTube
Social media contents
Online shop
Digital elements of physical exhibitions



Esim. Kulttuuriperintöjärjestelmä
Kävijälaskurit
Digitointi
Kassapalvelut ja varaukset





	Digital services to the public
	Internal digital services used by the museum
	Digital support structures


	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Above you can find an example of a category of digital services. Modify the categories to suit your museum and list the digital services in the table!
Click or tap to enter text.
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Design a digital policy project!

Responsibilities and resources
Who are appointed as the responsible person(s) for the digital policy project? Who does the background work and plans the work phases? Who will write the final digital policy? How much time is allocated to the creation of the digital policy? How are work phases scheduled? What are the human and financial resources available? What kind of information is needed for the digital policy? From whom can information be obtained? 
Click or tap to enter text.

Working methods of project team
What kinds of tools do we use in the digital policy work (for example software, files)? How is the progress of the project monitored? How is information about the project communicated to others? How is the project documented? Where do we store the data collected in the project and who should have access to the data?
Click or tap to enter text.

Involvement of the public, staff and stakeholders
Which groups do we want to involve in the digital policy work? How can the cooperation bodies be reached? How will we ensure that everyone participating in the project is heard? How do we utilise information from the public, staff and stakeholders? How do we communicate about the digital policy project to different parties? How do we engage different groups in the digital policy project? What means do we use in the participation? Methods such as workshops, interviews, surveys, experiments, community meetings, cooperation with educational institutions and hackathons can be utilised in the work. 
Click or tap to enter text.
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The Digital Policy Toolkit provides a template for a digital services dashboard (https://www.espoo.fi/en/kamu-espoon-kaupunginmuseo/infomation-about-kamu). Make an Excel spreadsheet according to the template and compile the information about the museum's digital services in the spreadsheet!
Answer the questions in the box to get an idea of the current state of the museum's digital services.
	Digital services 
What digital services do we offer? Are they technically up to date? Is their content up to date? What are the opportunities and risks related to our digital services? Do the digital services support the organisation’s goals?
Click or tap to enter text.
	Users
How high is the number of users? Where do users come from? Who are the users? What does the user get from the service? What kinds of experiences do users have with the digital services? How do we support customer relationships? How do we acquire and retain customers?
Click or tap to enter text.

	Management process
Who are the responsible persons? What is the division of labour? How well does the persons competence meet the needs? How is the competence of the persons maintained and developed? How are new digital services being developed? How are digital services managed and maintained? What kind of processes are related to digital services? Who makes the decisions about digital services? How is the success of digital services measured? What are the profits and expenses of digital services? What are the key cooperation bodies?
Click or tap to enter text.

	Operating environment
How do cultural and local trends affect the demand for digital services/our organisation/our customers? What are the main technologies used? How will the technologies evolve in the future? Which other bodies offer similar digital services? How do our services compare to those offered by others?
Click or tap to enter text.
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Here is an example of the structure of digital policy. Please adapt the structure to suit your needs and write the digital policy under the headings using supporting questions. Fill in the museum information in the tables and edit the tables if necessary.
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Why is the museum developing a digital policy? Which activities are guided by the digital policy? How is the digital policy used in the museum? What is the period of time for which the digital policy will be made? How will it be reflected in the daily lives of the employees? How will it be visible to the museum’s audiences, partners and decision-makers? Will it be published in full or partly, and how? How concrete will the guidelines be? Which issues will be excluded? Which matters will be revisited later? 
Click or tap to enter text.
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Write about your digital policy objectives and, if you wish, create a digital vision for the museum! If you did this as a background work at the beginning of the workbook, you can use it as the basis for a digital policy document.
What impacts do we want to achieve with digital services? What is the museum’s digital vision, i.e. goal, towards which we strive with the digital policy? What kind of digital services do we want to create and by what means? By when do we want to reach this goal?
Click or tap to enter text.
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Reflect on the principles that influence digital services using the supporting questions and the table. If necessary, you can add subsections to explain the main principles and their implications for digital services. 
Which laws, regulations, values, strategies, guidelines and rules guide the digital policy? How are things such as accessibility, sustainable development and open access to materials and information taken into account? What other principles are set for digital services? How are the principles reflected in the digital services?

Click or tap to enter text.


	Principles of digital services

	Laws and regulations
	Museum Act and Decree
	Act on the Provision of Digital Services and accessibility requirements
	
	
	

	Guidelines and strategies guiding the museum
	Museum’s vision, mission and values
	Collection policy
	
	
	

	Other principles
	Agenda 2030
	Open Access 
(See the OpenGLAM network's recommendation on the Digital Policy Toolkit on the KAMU website)
	
	
	


Complete and edit the table!
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In this chapter, you can use the background work "Defining digital services" as a guide if you did it at the beginning of the workbook.
What kinds of digital services does the museum use and produce? Which digital services does the digital policy concern? Is it necessary to create categories for different digital services? Who is the digital services’ intended audience? 
Click or tap to enter text.
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Who makes the decisions? Which entities are involved in the different phases of the digital service lifecycle? What are the responsibilities of each operator? What roles are involved in the digital service lifecycle (e.g. product owner, administrators, technical support person)? Who handles the technology, content, maintenance and advising of the service?
Click or tap to enter text.

	Role in the digital service lifecycle
	Operator
	Responsibilities

	Product owner
	
	

	Administrator
	
	

	Museum’s responsible persons
	
	

	Technical experts
	
	

	
	
	

	
	
	

	
	
	

	
	
	


Customise the roles to suit the museum and complete the information in the table.
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What are the phases of the digital service lifecycle? What are the work phases for each phase? Are the lifecycle stages the same for all digital services or do they vary according to aspects such as the type or size of the digital service? 

Click or tap to enter text.


	Phase of the lifecycle
	Tasks
	Contributors

	Recognition of a need
	
	

	Contact with the person responsible for digital services
	
	

	Defining the need
	
	

	Decision on implementation
	
	

	Defining the responsible persons
	
	

	Planning
	
	

	Defining the service
	
	

	Procurement and technical implementation
	
	

	Validation
	
	

	Documentation
	
	

	Communications
	
	

	Maintenance and monitoring
	
	

	Termination
	
	



Here is an example of the lifecycle of a digital service. Modify the stages to suit your museum and complete the information in the table.
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What kind of entity do digital services form? Is there a specific method used in the development of digital services (e.g. service design methods)? How does the digital service entity complement the organisation’s overall service entity? Who are the key cooperation bodies? What kind of cooperation does the organisation carry out with other parties? How is the up-to-date nature of digital services ensured? How is the digital competence of the staff ensured? How is customer data collected? How to encourage experimentation and innovation? What kinds of resources are available?
Click or tap to enter text.
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Here is an example of a checklist that a museum can create for its digital service developers. Edit and complete the list!
What requirements do we set for a good digital service? What should digital service developers take into account? How are the digital policy objectives and preconditions reflected in an individual digital service? 
Is a good digital service, for example,
☐ Designed as part of an ensemble
☐ Designed in a user experience-oriented manner 
☐ Designed for a specific target group
☐ Experience-oriented
☐ Sustainable
☐ Accessible
☐ User-friendly
☐ Interactive
☐ Contributing to the museum’s impact goals
☐ Technically up to date
☐ Implemented with carefully chosen partners
☐ Something that creates additional value and implements the museum’s vision, mission and values?
☐ Click or tap to enter text.
☐Click or tap to enter text. 
☐Click or tap to enter text. 

Click or tap to enter text.
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How will the digital policy be introduced? How are others informed about the digital policy? How is the digital policy used in staff onboarding? When will the digital policy be reviewed and updated? What indicators are used to monitor the success of the digital policy and the processes of digital services? Where can information be obtained? What tools will be used for monitoring? For whom is this information produced and why?
Click or tap to enter text.





Determining the purpose and goal of the digital policy (digital vision)


Defining digital services


Surveying services’ current state


Analysing data and writing the digital policy


Publication and introduction


Monitoring and evaluation


Division of work and selection of working methods



Digital services to the public


Internal digital services used by the museum


Digital support structures


Recognition of a need


Defining the need


Decision on implementation


Defining the responsible persons


Planning


Defining the service


Procurement and technical implementation


Validation


Documentation


Communications


Maintenance and monitoring


Termination
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